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ELECT. RAMATIC ...the carbon paper 


especially designed for electric typewriters 


Your electric typewriter is only as good as the records it produces. That is 
why Panama-Beaver, leaders and pioneers in the development of highest ’ 
quality carbon papers and inked ribbons for over half a century, have gone 
through years of research, taking advantage of their vast knowledge and Panama Pfeaer 
selected skills to bring you “SELECTRAMATIC.” This carbon paper 
has the cleanest finish ever, is easy to handle and gives you longer wear 
and service. “SELECTRAMATIC” lets you erase without a trace! 
Panama-Beaver’s only business has been, is, and always will be to develop and 
produce superior carbon papers and inked ribbons for all business machines. MANIFOLD SUPPLIES CO. 
Do yourself « javor—try “SELECTRAMATIC.” Srochign: Mew Verk 


Call your Panama-Beaver man, always a live wire! 
ALWAYS SEND A “TIMI Rk” COURTESY CARBON COPY 








Look What These Experts 
Say About This 
Wonderful New System 





Ihe Key nd speed is regular dictation prac 
ice n rec S provide the student secretar} 
with a rich supplement to such a program. The very 
precise and clear manner in Which they are dictated 
I es eusier t mb to greater short il Spee 

William Cohen, World's Shorthand Champion 
(280 wpm for 5 minutes) 

In my estimation the dictation system of develop- 

ng spee is the est e ever see 


Thomas Cele, Chairman, Committee on Professional Education 
N. Y. Stote Shorthand Reporters 


‘Your dictation records ure made to order for the 
teaching profession. They ease my chores and make the 
students’ work more enijovable By providing grade 
ictatior in 1l-minute spurts the results have been 


phenomenal! 
Paul Simone, Author of ‘A Stroke in Time’’ 
Instructor, Columbia University 


ALL RECORDS PREVIEWED 


TRANSCRIPTION KEYS NOW AVAILABLE 


DICTATION DISC COMPANY 


NO WILLING PUPIL EVER 
NEED FAIL SHORTHAND 






Just increase the 
amount of practice 
time—using 
DICTATION DISCS 


Amazing new method guarantees to 
increase your shorthand speed—Get 





15 Minutes 
Dictation On Each 
45 RPM Record 


Dictation Disc 
Records Available 
In All Speeds! 


higher grades, boost your salary! 


Here’s the quick, easy, modern way to develop shorthand speed and 
accuracy! You practice at home, in spare time by listening to amazing 
new Dictation Disc Records — available in all speeds. 


More Shorthand Speed Means More Money For You! 

Thousands have used this effective method and increased their writing 
efficiency, poise and confidence as much as 50%! Big pay raises come auto- 
matically with higher shorthand speeds. Read what the experts say about 
this practical, inexpensive way to improve your skill. Start right now to 
boost your earnings as you build your shorthand speed by putting this 
remarkable system to work for you. 


Send No Money! Mail The Coupon Now! 


Regardless of how fast (or slow) you now write shorthand there’s a 
Dictation Disc just for you. Check below the ones you want. Send no 
money — just the coupon. On arrival pay price indicated plus COD and 
handling charges. Or, enclose cash, check or money order now and we will 
ship your records postpaid. Either wa: his method MUST do every- 
thing we say it will or you may return re cds in 10 days for full refund. 
Mail the coupon now! 





NEW SPECIAL VOCABULARY SETS 


Special Set No. 38 comprises 31 dif- Special Set No. 39 con- 
ferent business letters containing 2,442 tains more than 2000 
repetitions of the BRIEF FORMS and repetitions of the 500 
572- repetitions of the PHRASES, dic- COMMONEST WORDS 
tated in speeds of 60, 70. 80 and 90 dictated into 31 different 
WPM. Each of the four records con- letters, also in speeds of 
tains every brief form. 60, 70. 80 and 90 WPM. 

















DOUBLE SETS COST LESS AND YOU BUILD MORE SPEED 





Dictation Dise Cavers, So 


FSS FS SSSSSSSSFSSFSSSSSSSSSSSSSSSSSSPSSSSSSSSSSSSSSSSSSSSSESSSCSSSSSSSSSSSSSSSSSSG8G4288202H 


78 rpm—$5.25 per set 





170 Broadway, Dept. TS-5 
New York 38, N. Y. 


| |} Set No. 61 
60, 70, 80, 90 
3 records—2,500 words 


45 rpm 4-record sets $5.75 ea. 


Please send me the records indicated. 
On arrival I will pay price indicated 
plus COD and handling charges. I 
must be delighted or may return rec- 


ord(s) in 10 days for full refund. 


(] I enclose full payment now, please 
ship records postpaid. 


NAME 








ADDRESS 
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C) Set No. 38 [] Set No. 41 


60, 70, 80, 90 


4 records—brief forms 
& phrases. 3! different 
letters, 3.570 words of 
dictation 


[] Set No. 39 
60, 70, 80, 90 


4 records—500 com mon- 
est words, 3! different 
letters, 3,426 words of 
dictation 


[] Set No. 40 
40, 50, 60 


4 records—32 different 
letters, 2,500 words of 
dictation 


60, 70, 80 


4 records—32 different 
letters. 4.000 words of 
dictation 


[] Set No. 42 
80, 90, 100 


4 records—32 different 
letters, 5.000 words of 
dictation 


[) Set No. 43 
100, 110, 120 


4 records—3! different 
letters. 6.000 words of 
dictation 


[] Set No. 44 
100, 110, 120, 130 
4 records—7,000 words 


] Set No. 50 
legal Dictation 
4 records—5,000 words 
of tegal dictation, 
speeds 80 to 120 


[.] Complete Course 
on 45 rpm $18.75 
Includes Sets 41, 42, 43, 
and 44—16 records, 119 
all different business 
letters 25.000 
words of dictation, 5 
different instructors. 


[) Same as above, 
but including Sets 
No. 38 & 39 $26.75 


ANY 2 COMPLETE SETS (45 RPM) $9.95 ea. 





| Set No. 62 
90, 100, 110 
3 records—3,000 words 


[] Complete Course 
on 78 rpm $14.50 


9 records—60 to i150 
wpm 


334% LP $8.75 per set 
Set No. 71 
60 to 100 

2 records—7,000 words 


Set No. 72 
90 to 130 
2 records—10.000 words 


Complete Course 
on LP $16.50 


4 records—60 to 130 
wpm 
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IF 

is a little word with great 
implications. At no time does it 
have greater import than when you re 
planning a vacation. “If I go 
here...” “If I do this...” 

“If I travel with Susie...” 
Vacation possibilities are endless— 
so are the pros and cons on each 
and every choice. Best way to 

settle your personal if is first of 

all to determine just exactly what 
you want to do, then find the ways 
and means to do it. To give you 

aid on the first step. Maria Jainschigg 
offers some thoughts on 

“If | Were Young and Single .. .” 
SECOND STEP 

the ways and means to get to your 
vacation destination. Pick bus, 
car, train, ship, or plane. 

Then make your reservations and 
“Aw ay You Go.” 


SECRETARIES ... 

can meet up with some embarrassing 
moments—some funny, some 
downright sad. Marilyn French 
details some of the more humorous 
ones, gives hints on how to 

avoid finding yourself in the same 
predicaments. 


* ae 

Clothes that make good Traveling 
Companions... 

New—and useful—items for your 
personal beauty shelf. 


9 
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ON THE COVER: Of on vacation to 
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to drip dry. of course. Colors 
galore. A Macshore Classic. 38.98. 
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POORER HEE EEE EEE EESE EEE EE ESHER EERE REDE! 





Are You a Leader? Try this test. (1) Do you see your- 
self standing resolutely on a pedestal? (2) Do you 
confuse people with office machines, refusing them a 
sense of importance or achievement? (3) Do you spread 
your fears about, but keep compliments to yourself? 
4) Do you criticize in public? (5) Do you refuse 
to back subordinates? Too many yes answers and you 
don't pasS--except back to the end of the line. 


Business Is Booming --"Monkey business"--according to 
management consultants Norma JasSpan and Hillel Black. 
Reporting in their book, The Thief in the White Col- 
lar (J. B. Lippincott Co.), they point to more than 
$60 million of dishonesty in American companies 
during 1959. Biggest criminal class? 
visory and executive personnel. 





Top super- 


Sleep Until Noon--even in the office? Don't worry. 
Your boss may not like it, but Dr. Louis E. Bisch has 
a Simple explanation: some people are biologically 
Slow starters, emerging from a zombi-like state when 
the fast starters are just beginning to wilt. 


Become a Secretary and See the World may Soon be the 
cherished motto of every business school, judging by 
a recent steamship operators’ report. Ten years ago, 
a third more executives received passports than sec- 
retaries; last year, twice aS many secretaries as 
executives started packing luggage, while women as a 
group accounted for more than 55 per cent of American 
overseas travelers. 


A Home Away From Home--that's your office according 
a recent survey made by the National Office Manage- 
ment Association. It found: seventy-five per cent 
of the companies let employees smoke without restric- 
tion; coffee breaks and/or rest periods are granted 
by eighty per cent; seventy-three per cent allow in- 
coming personal calls at all times; and eighty-seven 
per cent of the employees receive personal mail. 


A UNIVERSITY OF BALTIMORE scientist recently found 
himself in a blackjack game with his computer. Re- 
sult? The machine lost $14 in coded-data "money"... 
MORE WOMEN EXECUTIVES are in the offing. By the time 
human life expectancy hits 100 years, there will be 
five women for every two men...WHAT COLOR ARE YOUR 
EYES? If the answer is brown, beware of dentists. A 
recent survey found 53 per cent of the brown-eyed 
patients had a marked pain reaction, as compared to 
13 per cent with green or hazel eyes and 2 per cent 
of the blue-eyed group...NEW MOTTO in an ad agency: 
"Exhaustion Is Not Enough." 
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Gal Friday 


.--USES DANDRICIDE 





*° PAULA PARDO, an attractive 
brown haired, brown-eyed execu- 
tive secretary at a New York ad 
agency says: Early in my career I 
became aware of how important 
personal grooming is to success — 
advancement and promotions. In 
the business world personal groom- 
ing, especially your hair and con- 
trol of dandruff is a must. With my 
brown hair uncontrolled dandruff 
would be embarrassing. I found 
rinsing with DANDRICIDE after 
each shampoo removes dandruff 
with a clean refreshing action and 
it helps keep unsightly dandruff 
away. Whether you are a ‘gal fri- 
day’ or not, a dandruff free scalp 
will add to your self-confidence 
and business poise. I know it did 
to mine. °° 


ANTI-DANDRUFF RINSE 
— 


DANDRICIDE guarantees 
results against the 
toughest case of dan- 
druff. And best of all, 
DANDRICIDE is pleasant, 
effective and easy to use. 
The large $1.00 bottle 
lasts for months. Get 
DANDRICIDE at your 
drug store, beauty shop, 
cosmetic counter, or 
mail $1.00 to: 








DANDRICIDE COMPANY 


STREET. BROOKLY r 








“THERMO-FAX” er 





a 


Machines give you a 


perfectly dry copy fast. In just 4 seconds these all-electric 
machines copy directly from an original. The clean, dry 
copy can be on white, bond-weight paper or on any of 6 
colors. This speed and simplicity saves you money with 
paperwork routines—such as billing, accounting, and ad- 
dressing. To see all that dry copying can do, call your 
local dealer . . . or mail the coupon below. 


r, h Thermo-Fax en 
Craven noon ED) 


Miiewesora (fining ann 


Mianuracturine company 


+ WHERE RESEARCH (5 THE KEY TO TOMORROW 


THE TERM * THERMO-FAX” IS A REGISTERED 


TRADEMARK OF 3M COMPANY 











Minnesota Mining and Manufacturing Company 
Dept. DCA-50, St. Paul 6, Minnesota 

Please show me how dry copying with ‘‘Thermo- 
Fax’’ Copying Machines can simplify paper- 
work at low cost. 

Name —_ 
Company 

“Address 

City Zone___ State 
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The Dictaphone ‘Time-Master saves your time 


because it’s boss-proof 


It’s so easy to use that the boss can’t really do anything 
wrong. The remarkable Dictabelt is one good reason. Un- 
like some machines that use invisible recording media, 
the Dictabelt records visibly. He (and you) can always sce 
the place and never erase accidentally. 

The Dictabelt TIME-MASTER is the most automatic dic- 
tating machine. Corrections and length of letters are 
marked clearly and accurately. 

[t all adds up to fewer possibilities of error and, there- 


fore, less retyping. Add this to the hours saved taking 





shorthand and vou have more time for your more pleasant 
tasks. Drop a hint about TIME-MASTER, today. 


THE SHORTEST DISTANCE BETWEEN IDEA AND ACTION .. Dictaphone CORPORATION 


e ne-Master, Dictabelt are registerea trademarks of taphone Corp., 730 Third Ave., N.Y. 17, N.Y.; 204 Eglint ve , Tor 19 Stratfora F London W.1, Eng.;: 4 Aderostrasse 4, Dusse dort, Germany 
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Hands are Clean... 
Cuffs are Clean... 
Nails are Clean... 


With Golden Dawn’s ‘Plasti-Kleen”! 






Old Towh proudly announces new, CLEAN, solvent- 
coated Golden Dawn — the exceptional, all purpose 
quality carbon paper you’ve always hoped for! 


Different, better, brilliant-writing Golden Dawn 
is “Plasti-Kleen” processed; non-smudge, non-curl. 
Beautiful copies are yours for the typing! 


Golden Dawn is made in one grade —the best. In 
one weight. Eliminates the problem of different 
weights and finishes. Lasts and lasts, long after 
other carbons wear out. Unexcelled for use in any 
make of typewriter. 


Try Golden Dawn — You'll be more than impressed! 
Ask your office manager or stationer for Golden 
Dawn. Or write us on your firm’s letterhead for 
samples. 


OLD TOWN 
CORPORATION 
Established 1917 


750 Pacific Street ¢ Brooklyn 38, N. Y. 





World’s Foremost Maker of Carbons, Ribbons, Duplicators and Duplicator Supplies 








SEE THE 
U.S.A. ON 
MANPOWER, Inc. 
PAY! 


Travel to any or all of our 200 





branch cities and work for us as 
long as you like in each place. 
Typists, Stenos, Office 


ITE-LINE copvruoipver 





. bd go- Machine Operators 
+ gee ox are needed. For 
o ~~, oe? full details 
. 2 G 20 ? ~*~ of our unique 
oe £m i» Work-Travel 
. - i ‘aieere } Program write 
> oy aes y for free brochure. 


Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


—-—-MAIL COUPON TODAY~-— * 
pam CORP. "| ~<a ats Work Travel Division 


4209 39th St.,N.W., Washington 16, D. C. ma npower, inc. 


| Please send me a free copy of your Folder. : 

| Nome | 827 N. PLANKINTON AVENUE 
| 
| 





MILWAUKEE 3, WISCONSIN 
| Address 





| City Zone State 


es es ee ee eS ee 
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QV. Where should Air Mail and Special De 


livery be typed in a letter? 


{. Whenever a letter is to be sent by 
special delivery. registered mail. air mail, 
messenger, or by some other means be- 
sides ordinary mail, indication of the fact 
is usually typed and underscored a double 
space below the enclosure notation. Car- 
bon copy notations usually follow the 
mailing instructions. 


Q. W hen sending a letter it is our company 
policy to write to the company, attention the 
person concerned. Is it permissible to ad 
dress the party directly in the salutation or 


must we use Gentlemen ? 


A. The inclusion of an attention line 
does not change the salutation. The letter 
is addressed to the firm: therefore. the 
salutation must be Gentlemen. 






et 
a 
ke 
~~ ,) 





sy 


Q. If correspondence is being sent to a 
division of a corporation, which name should 
occupy the first line of the inside address? 
For example: 

General Motors Corporation 

Chevrolet Division 

Detroit. Michigan 

or 

Chevrolet Division 

General Motors Corporation 

Detroit. Michigan 


A. When addressing a division or de- 
partment of a company or organization, 
put the company s or organization s name 
first. The latter is more important than 
the division or department, and this form 
will also be useful for reference and fil- 
ing. The name of a division or depart- 
ment may also be written in the attention 
line. 

Many large companies have subdivi- 
sions of their departments. If so, the de- 
partment name should be in the main 
address and the subdivision name in the 
attention line. 
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BUSINESS ENGLISH 
an Hutchir 


SECRETARIAL PRACTICE 


Madeline S. Strony 


BUSINESS LAW 
R. Robert R 
viele 4.44 4a 


Marshall Hanna 


TYPEWRITING 


Alan ©. Lioyd 


BUSINESS ARITHMETIC 


Vivian W. Kline 
SHORTHAND 
Charles £ 


FILING AV 





Q). Should the word cost or costs he in 


« 
‘ ted n the following sentence: “Wi are 
penizant of the fact that n these days of 
CUSE n ope rating cost/costs.. ot 
1. The choice of cost or costs depends 


entirely on the meaning. If only one type 
of expenditure entered into the outlay. 
; 


the singular cost would he correct, If sevV- 


( lasses ot 


eral expenditures were in- 
volved. the plural costs would be used. 
QO. D he words objective and academie 
x 

e than one meaning Please illus 
a The two words that you mention 
arise frequently in everyday writing and 
speaking. and the secretary should be 


iequainted with them. The following sen- 
tences typify their usages: 
l. | 


objective 


find it difficult to maintain an 
(that is, an atti- 


in this situation, 


impersonal) 
tuce 
At last the technician reached the ob- 
(that is. 
experiment. 


2. A would-be research chemist must 


CCTV 


aimed-for) point in his 


supplement his academic (that is. liberal- 
arts) college work with scientific training. 


That line of reasoning is so academic 





(that is. theoretical) as to be useless in 
this emergency. 
a 
Vv. then more than one dentical enclo 
goes with a letter $s it correct to type 
| or Ene ls. at the bottom of the letter? 


{. When more than one identical en- 


closure accompanies a letter, Encl. will 
thee. 


Re member, the enclosure 


notation 1s 
merely a reminder to the typist to enclose 
intended pieces or sheets before mail- 
lf she wishes to be exact and state 
ie number of copies that are enclosed, 
Ss 1s perfectly acceptable. 
(Continued on next page) 
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Notice how 
Eagle-A Boxed 
Typewriter Papers 
really move 

off your 
Stationer’s shelf! 





You can see that the big demand is for Eagle-A Boxed Typewriter 


Papers. These popular typewriter papers are fast sellers because 


they please the boss 


letters, memos and office copies look on Eagle-A Papers 


and ease your work. Bosses prefer the way 


clear, crisp, 


bright. Busy secretaries like their fine typing and erasing qualities. 


Eagle-A Boxed Typewriter Papers come in letter and legal sizes, 


~ 


plain and ruled — in the time-saving Eag 


le-A “Hinge-Top” box or 


100-sheet packets. Secretaries and teachers: for free Sample Booklet 


and Letter Placement Guide, write on your firm or school letterhead 
to Dept. TS, American Writing Paper Corporation, Holyoke, Mass. 


FAGLE-A BOXED TYPEWRITER PAPERS 


100% COTTON FIBER EXTRA NUMBER ONE: Coupon Bond 


100% COTTON FIBER: Agawam Bond and Onion Skin; Coupon Onion Skin 

75% COTTON FIBER: Contract Bond * 50% COTTON FIBER: Acceptance Bond 

25% COTTON FIBER: Trojan Bond, Onion Skin and Manuscript Cover; 
Type-Erase, the Bond and Onion Skin with ‘built-in erasability” 

SULPHITE: Quality Bond, Onion Skin and Manifold; Translucent Bond 


EAGLE-A 
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(FUN FOR EVERYONE UNDER THE SUN 
AT BEAUTIFUL 


MYRTLE BEACH 


SOUTH CAROLINA Riviera of the South 


Hub of SURF BATHING - BOATING 
South Carolina’s Grand Strand, BEACH SPORTS - GOLF AND TENNIS 
with 50 Piles of Magnificent STOCK CAR RACES - DANCING 
‘Beach on the Blue Atlantic. FINE FISHING FROM PIERS, BOATS, 


BEACH AND LAKES 


road 


Excellent Hotels, Motels, 
Apartments, Inns and 
Dining Places, with 
Accommodations to 

fit your budget 


iF 


REE 


FULL COLOR 
ILLUSTRATED 
FOLDER AND 

ACCOMMODATIONS 
DIRECTORY 








CHAMBER OF COMMERCE - MYRTLE BEACH 56, S. C. 
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|eraansens— Cut your filing costs with 
'_ — “keyboard” speed of 





tUu7U=“— OXFORD PENDAFLEX” 
equipment! 





All Oxford Pendaflex tabs 
stay visible at all times. A 
file clerk’s hands flit across 
this “keyboard” select- 
ing quickly and accu- 
rately. Results: increased 
speed and efficiency 
lower filing costs. 

Learn how this and 
otheradvantages of Oxford 
Pendaflex equipment will 
benefit you! Mail coupon 
today fora free file analysis! 

Oxford Filing Supply Co.. Inc 

Garden City, New York. 


In Canada, Luckett Distributors, Ltd 









———_————— FE 
OXFORD FILING SUPPLY COMPANY, INC. 
14-5 Clinton Road, Garden City, N. Y. 


Please send free “File Analysis Sheet” and 
Pendaflex Catalog. 
FIRST ONE itictcinilintitinncs 
NAME | a oe 
IN FILING STREET 











0. {s the main office of our company is 
located in Chic ago, we frequently recelve 
letters referring to “Chi ago’s figures,” 
“Chicago’s approval,’ and so on. Is the 
apostrophe correctly used in these ¢ upres- 


SIONS 7 


{. There has always been a general 
rule stating that the possessive form 
should be used only for nouns and pro- 
nouns that refer to persons or animals 
that in referring to inanimate objects an 
of phrase should be used: for example, 
“the terms of the contract” rather than 
“the contract's terms.” 

However, many inanimate expressions 


have come to be commonly accepted in 


the possessive form: tor example. a 
vears delay” “a dollars worth.” “the 
companys policy.” The expressions you 
question (“Chicago’s figures.” ete.) 


would fall in this group. Therefore, when 
it is awkward to substitute an of phrase, 


the possessive may be used. 


) Is f ever permissible f ise would 
wv 

could. or should with the past perfect tense 
r only u th the present perfect tense 7 } ” 


eX imple “7 hev u ruld noth id know! t lore 


{. In the study of English we often e1 

counter forms that cannot be explained 
by the usual rules of grammar but that 
usage has made correct. The use of the 
present perfect have, not the past perfect. 
had, after would. should. and could illus 
trates this fact. The correct form of your 
sentence, then, is: “They would not have 
known it before he died.” 





Q). Wy boss insists on plac ng the attention 


‘ 

l ne n his letters on the r ght hand side of 
the nside address. | think it should be 
placed two spaces be low the inside address 


Who is right? 


{. The attention line and the subject 
line are letter extras—they are not essen- 
tial parts of a business letter. Consequent- 
ly. there are no hard-and-fast rules about 
them as there are about the date line, for 
example. 

However, the accepted place for the 
attention line is two spaces below the in- 
side address. It may start at the left mar- 
gin, be indented as the paragraphs. or be 
centered in the page width. It may be in 
capital letters, underscored, or only have 
the word Attention underscored. In othet 
words. to each his own. 


(Continued on page 10) 
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kree Timesaver! 


Handy desk dispenser keeps “ScoTcu’’ BRAND 


Cellophane Tape at your fingertips for dozens of mending, 


sealing, protecting jobs. Sturdy metal dispenser 
is weighted to let you pull off and cut tape 
with one hand. Uses thrifty 1296” rolls of tape! 


Now... get a deluxe desk dispenser 

free when you buy one at regular price 
with 12 rolls of “SCOTCH” BRAND 
Cellophane Tape. Choose Deal “R”’ or*‘S”’ 
below, but hurry, offer limited. 








“SCOTCH" and plaid design are registered trademarks of 3M Co. 
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Offer expires June 30, 1960 


Take this coupon fo your stationer or | 
office supplier: 
DEAL “R”™:12 rolls 34” x 1296” “ScotcH” BRAND | 
Cellophane Tape with De Desk Dispenser. | 
Second dispenser free! | 
skein | 
DEAL “S”: same as above, but with 12 | 
15” x 1296” tape. | 
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ORDINARY SHEET Jan 
PROTECTORS [aa q; 


¢ « “ 


Sheet protectors of MYLAR” 
reduce bulk 357”... 


cut replacement costs 


You get up to 35% more sheets in a ring binder by using 
sheet protectors of tough, thin Du Pont ‘‘Mylar’’* poly- 
ester film. Salesmen have less bulk and weight to carry 
. .. less filing space is required. 

Sheet protectors of ‘““Mylar’ are tough, long-lasting. 
*‘Pull-out”’ problems at the ring holes are eliminated .. . 
replacement costs are cut . . . sparkling-clear “‘Mylar”’ 
won’t yellow or become brittle with age. 

Ask your supplier today for sheet protectors made with 
‘““Mylar’’! For information on other stationery items made 
with “‘Mylar’’, write Du Pont, Film Dept., Room TS-5, 
Wilmington 98, Delaware. 

® REINFORCED SHEETS e CARBON RIBBON 

® INDEX-CARD HOLDERS ®@ LAMINATE FILM 


**Mylar”’ is Du Pont’s registered trademark for its polyester film. Du Pont 
manufactures the base material ‘‘Mylar’’—not finished sheet protectors. 


DU PONT 


MYLAR 


REG. U.S. PaT. OFF 


BETTER THINGS FOR BETTER LIVING oh @) A Oe Ok 
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Continued from page 8 
0). { male co-worker insists that in the 
hus Ness world a married idoman is called 
Miss Jones rather than Mrs. Jones. Is he 


correct £ 


A. When a young businesswoman mar 
ries. she often retains her maiden name if 
she has a position of great responsibility 
and is known to all her customers by 
name. 

If, on the other hand, she uses her 
married name in business, she would be 
referred to as Mrs. Jones. To illustrate: 

Dorthy Kilgallen is Miss Kilgallen, 
but she is also Mrs. Richard Kollmar. 

In summation: if Miss Jones becomes 
Mrs. Jackson and decides she is going to 
retain her maiden name just for business, 
she is still Miss Jones; if she is going to 
use her married name, she is Mrs. Jackson 
and not Miss Jackson. 


Q. Good style requires that when two or 
more words are used as a one-idea modifier 
before a noun, the expression is hyphenated. 
Why, then, is it not necessary to hyphenate 
“correctly used” in the following sentence: 


“There are a few correctly used ones” ? 


A. It is not necessary to hyphenate a 
modifier that contains an /y-ending ad- 
verb as its first element because the /y 
clearly indicates that the first word modi- 
fies the second. It should be noted, how- 
ever, that some adjectives end in ly. 
Compounds containing such adjectives 
require a hyphen. For example: “a queen- 
ly-appearing woman,” “a friendly-acting 
neighbor.” 





Q. fre the double parentheses correctly 
handled in the following sentence: “Be sure 


to use the new form (Form 8288-6-(S)) 


when you do this work” ? 


A. The problem of double parentheses 
would be removed by omitting the word 
form from the sentence: thus: “Be sure to 
use the new Form 8288-6-(S) when you 
do this work.” 

If this slight change in wording does 
not meet with approval, any of the three 
following styles may be used. 

... to use the new form, Form 8288- 
6-(S), when you... 
. .. to use the new form—Form 
8288-6-(S)—when you... 
to use the new form [Form 
8288-6-(S)] when you... 

The difficulty of using brackets is that 
there are none on the typewriter. Space 
must be left to insert them by pen. 

Choose any of the above styles, but 
parentheses should not be used within 
parentheses. 
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BY E. LILLIAN HUTCHINSON 


KEY TO TEASERS ON PACE Ff 


Is the u Sound u or 00? 
Some of the words represented by the following brief definitions end in the 
others. in 00. Indicate 


sound of long u: the words (correctly spelled) that fall 


in each group. 


1. The signal for an actor's speech in a play. 6. Good-by. 

”. A female sheep 7. To cleanse the hair and scalp. 
3. A scene, a prospect. 8 A first public appearance 

1. To chase. 9. In one side and out the other. 


>. A waiting line 10. One plus one 


You Need Not Be a Physiologist to Solve This 


Complete these sentences by inserting names for various parts of the body. 
1. Please me the last book on the top shelf. 

2. Never pick up anyone who attempts to 
3. He had 


1. I'm sure Edgar had a 


a ride 





to ask fora raise after his record. 
in that pole. 
5 Please come to the meeting 


ed with arguments for recommending the plan 


6. The small boy d the apple pie longingly. 
Phat shade will lose 


When this snow star 


all its beauty behind the lights 


ts to melt. we shall wade through 


deep slush. 


Match Them 
For each adjective in Column A choose the item in Column B that matches it. 
\ B 


l. spurious a. done in a stealthy manne 


2. mobile b. lying dormant 

3. malicious c. pretended 

1. morose d. delicate and elusive 
5. lucrative e. spiteful 

6. subtle f. very talkative 


loquacious gv. gloomy 


furtive h. false 
9. latent i. profitable 
10. ostensible i. movable 


What's Been Dropped? 
\ needed letter or word has been omitted in the following sentences. Can vou 
supply the missing members? 
1. I wear a small-size hat. 


) 


2. | was very much shocked when I heard the news: therefor. | could not concentrate. 
>». | think the temperature today is higher than any day this summer. 
1. Of what use is this out-of-date cuide hook to N.Y. City 4 


5. The messenger came in the office. 





6. O.1 wish I didn’t have that test tomorrow 
7. Mary was interested, but the others bored 
Phe new discount policy was recommended by our president and sales manager 


Which Are True? 


Some of these statements regarding details of grammar and transcription are true: 

some are not. Indicate which is which, and correct those that are false. 

l. The letter s is the sign of the plural. Therefore, add s to a verb to make is agree with 
a plural noun. 

2 | he plural ol Jones is Jones. 

) The prefix re should always be followed by a hyphen. 

t. Abbreviations should not be divided at the end of a typewritten line. 

>. Compound moditiers coniaining fs 





ending words do not require hyphens 
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BEWARE 


of buying any dictionary 
Said to be 
“just as good”’ as a 
MERRIAM-WEBSTER 


You buy a dictionary for one sound 
reason. You want to be right and to 
know that you're right. 


The one desk-size dictionary that 
fully and absolutely justifies such con- 
fidence is Webster’s New Collegiate, 
published by G. & C. Merriam Company. 
Nothing less than a genuine Merriam- 
Webster can be “just as good.” 





THE BEST costs you no more: 
$5 plain. $6 thumb-indexed. 


Only Webster’s New Collegiate, by 
Merriam, is based on the unabridged 
Webster’s New International Diction- 
ary, Second Edition — relied on as “the 
Supreme Authority” throughout the 
English-speaking world. 


Only Webster's New Collegiate, by 
Merriam, is produced by a company 
which has specialized entirely in dic- 
tionary publishing — for over 100 years. 

Only Webster’s New Collegiate, by 
Merriam, is kept up to date by a large, 
permanent staff of experts who are spe- 
cialists in dictionary making. 


And Webster's New Collegiate, by 
Merriam, is required or recommended 
by nearly all colleges and universities 
throughout the country. 


When you visit your department, 
book, or stationery store, insist on buy- 
ing the best, Webster’s New Collegiate 
Dictionary—a genuine Merriam- 
Webster. Ask for it by name. 


GK Meviam-Websli 


REG. U. S. PAT. OFF. 
G. & C. MERRIAM CO., Springfield 2, Mass. 
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‘ “Butch 


ouards 
my new 
Olympia... 


a 


“~ 


".cvery time I'm out to lunch — just to make 
sure none of the other gals requisition it. Thank 
goodness they're getting their own Olympias soon” 


A bit extreme—perhaps—but one thing is cer- 
tain, once you've tried all of Olympia’s out- 
standing features you'll never be satisfied 
with any other standard. Check your present 
machine. Does it have an automatic paper 
injector-ejector—spring-cushioned keytops—or 
an interchangeable carriage (to mention just 
three)? If not, you're missing the handiest, 
most efficient typing aids a perfectionist 
could wish for. You'll like Olympia’s precision- 
built quality, too—your assurance of easy, 
quiet, trouble-free performance year after year! 





OLYMPIA DIVISION, INTER-CONTINENTAL TRADING CORPORATION, 90 WEST ST., NEW YORK 6, N. Y. 
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1001 VALUABLE THINGS FREE. \lort Wei- 
singer. Bantam Books. Inc.. 25 West 45 St. 
New York. N. Y. 150 pp. 35 cents. 


Would vou like to know how to install 
a tile floor. build a summer home. vet 
a free s¢ holarship? Booklet lists 100] 
giveaways that pe ople want but don't 


know how to get. Others among these: 


of these fems manufacturers, trade 
aUSSO¢ ul ons, foul St bure aus. the l », * 
Government. etc. And to get your “some 


thing for nothing all you need do is 


rite or phone the sources listed. 


PARTIES FOR THE BRIDE. Rose Kinsey. 


Dennison \l intulacturing ei. Le pt. 19, 
‘ : : . ms 
Framington, Mass. Four-color. 31 pp. ov 
cents. 
{dd « lor fo your next get-togethe 
: . ; 
riginal de ms. For the kitchen 
s/ we } hell eC St ¢ adit 
marasols, Ff ny si P r é 
loll. made b g dust? rel 
) 
Sicee pre nad U nme epe pape 
Suggestions ft ipping hy and ar 
y ersary presents, mat gp fy favors 
} 
et r ed. Diagrams d instru 
tl rs wm” r é de 


BASEBALL MADE PLAIN. Help-Your-Self 
Booklets. Employee Relations. Inc.. 32 North 
Bayles Ave.. Port Washington, N. Y. Two- 


color. 26 pp. ) cents. 


“Take me out to the ball game.” cry 
re ole fe d te male Ss. But can you blame 
the men for leaving them home wher 
they don’t know what's going on? This 
bookle ft is des ened to give women the 
simple facts of baseball in terms they 
can grasp, Illustrations help point out 
the objects of the game, the different 
positions and duties of the players man 
ning them. common baseball terms. and 
the like. It wont make you an expert 
but at least yowll know what questions 
to ask. 


WHERE TO VACATION ON A SHOESTRING. 
Norman DPD. Ford. Harian Publications, 
Dept. B19, Greenlawn, N. Y. 64 pp. $1. 


Enjoy yourself, it’s cheaper than you 
think. Or can be. if yowll take ad 
vantage of these vacation bargains. In 
terested in visiting a national park or 
large city. cruising on your own boat, 
roughing it on a farm. “riding it” on 
a dude ranch? You'll find chapters on 
these and many other “two weeks with 
pay” ideas—plus tips on how to get 
there. what to do and wear there. All 
this and a pollen index for hayfever 
sufferers! A must for those seeking low 
prices and lots of fun. 
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Errors 










ADDING MACHINE prints subtraction figures 

in red. Made of stain-resistant and sturdy 

pl istics, the 67S teatures modert ow swept 

contours. [t will index six columns of figures 

on paper tape, has a totaling capacity of 

seven columns. Price is $109.50: from Smith 

Corona Marchant Ine... Dept. TS. Syracuse 

i, Mm. Be 
“BALL POINT PENS” for use with Thermo-Fax copying machines are 
the theme of this distinctive. free booklet. Standard products of well ‘ CORRECTING 
known manulacturers. the pens have been rated according to the ; 
ibility to give clear, sharp reproductions with Phermo-Fax. Writ 
to Minnesota Mining and Manufacturing Company, Department of 
Communications, Dept. TS. 900 Bush Ave., St. Paul 6, Minn. 


ys 


& 
QWIK ELECTRA ERASER spins at 4.500 rpm, : 
eliminating ballpoint, ink, and typing mis 
takes without smudging. Weighing six AMAZIN 
ounces, it operates on standard flashlight y 


batteries, fits in pocket or purse. Comes with 
11 replaceable tips. Price is $3.50: from Jet 
Corporation of America. Dept. TS, 16 S. 


Broad St.. Philade iy! Z, Fa 


GRAYPOINT ERASER NO. 365 





INTERNATIONAL TELEPHONE DIRECTORY. Printed in four languages There’s nothing like a Gray- 
English. French, German, and Spanish—the “international yellow point to sooth a rising temper, 

pages” lists almost half a million businesses and services under 5,000 to smooth away annoying errors! 

categories in 125 countries, Each listing gives name, address, and Weod-cased Graypoiat Erasers are 

telephone, plus regional location within a country and cable and 

telex address. Write to Mr. R. A. Nellson, International Telephone 

Directory, Inc.. Dept. TS, Rochester, N. Y. 


made like a pencil. Comfortable 
and convenient to hold, like a pen- 
cil. Sharpen in a pencil sharpener 
or with a knife, like a pencil -to a 
IF cceditenn oF ae oi point that picks out typing errors 
ELECTROWRITER transmits messages, cleanest, fastest. Hexagonal, like a 
sketches, by phone or radio circuit. Just pencil, a Graypoint won't roll off 
write and receiver, however distant, instant- your desk. 
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3 


ly reproduces copy. Self-contained and — 
— , Graypoints luxury gray rubber 
transitorized, any number of Electrowriters , : 
erases letters and words so easily 
can be interconnected. Information from : : : , _ 
you can't believe it until you've 
tried it. And likely the man you 
type for will never notice the 
erasure. Try a Weldon Roberts 
mation wy 3 Graypoint Eraser today for a real 
erasing thrill! Ask your office man- 


Comptometer Corp., Electronics and Come 
munications Div., Dept. TS, 5600 Jarvis 
Avenue, Chicago 48. Ill 





ager or see your stationer, 


DESK ACCESSORIES combine the beauty of 
oiled walnut with soft natural leathers in . 


Quality Made By 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 


World's Foremost Eraser Specialists 





fourteen shades. Unusual features: a desk 
pad with right-hand, flip-open leather panel 


— 


" Sa 
Enon 


Correct Mistakes in Any Language 


— 






containing a calendar-memo pad; double or 





single pen sets: a correspondence folder 
ned in pearl gray moire. Write to Jens 
Risom Design, Inc.. Dept. TS, 49 E. 55 St., 


New York 22, N. Y. 
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Hands stay clean. This wonderful 
new cleaner is a dry sheet. Just roll it in- 
to your typewriter like paper. No messy 
solvent, no brush, no putty. And no stains 
or spatters on fingers and clothes! 
“SCOTCH” BRAND makes typewriter clean- 
ing a “kid glove” job—quick and easy. 


Takes only 3 minutes each morning. 
Chemically-treated fibers on the sheet 
pick up lint and dirt like magic. Set type- 
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SCOTCH BRAND 
TYPEWRITER CLEANER ©575 


Ciaree 


Miiewesora (fining ano J/ffanuracturine company 





WEAR KID GLOVES 


TO CLEAN YOUR TYPEWRITER! 





writer to stencil, strike each key three 
to five times—that’s all there is to it! 
(Cleans type on other office machines, too. ) 


Letters will sparkle! Your next 
typing job will look crisper, neater, more 
“professional.” You’ll cut down costly 
service calls, too! Tell the boss now about 
“ScoTCcH” BRAND Typewriter Cleaner. 
Three sheets (enough for 21 cleanings) 
cost just 98¢. “*SCOTCH’’ IS A REGISTERED TRADEMARK OF 3M CO. 
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ws “Bon jour, monsieur. Comment allez-vous?” 
“Nicole, avez-vous fini mon papier?” 


“Un crayon, s’il vous plait...” 


“Merci beaucoup, Andree. C’est excellent.” 

The old mansion throbs with life. Phones ring, type- 
writers clatter, a small elevator wheezes its way to the 
upper floors. Laughter sings out, a messenger grunts 
under a load of records, voices call back and forth from 
room to room, Always, the accent is French. 

Paris? No . . . just a corner of New York. A very 
French corner, it’s true, but in a very New York-ish loca- 
tion — upper Fifth Avenue, right across from the trees 
and strollers in Central Park. 

The old mansion, once home to a segment of the Whit- 
ney family, serves as an office building for several divi- 


sions of the French Embassy. It still retains some of the 
atmosphere and trappings of the past — a marble stair- 


case, stately columns, elaborately frescoed ceilings, walls 


decorated with gold and gilt. But into this bygone era 

the present has intruded and almost taken over. The spa- 

cious rooms have been partitioned into small offices. A 

back stairway has become a unique supply closet. A re- 

WD) te (PB ceptionist’s cubicle strikes a harsh note opposite a Cupid- 
i 1 : 
IE CauUS 
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IC! ON PARLE FRANCAIS (continued) 


topped fountain. Grey paint has replaced much of the 
gold. 

“There are times when I think they went too far.” 
sighs Andree Orienter. “In the beginning we used to 
have more kitchens and baths than anything else . . . now 
we don’t have enough.” 

Andree. a petite. bright-eyed woman is as French as 
her name implies. Speaking English with great rapidity 
and fluency “Tve been here twenty years” ... she 
nevertheless maintains the charming accents of her na- 
tive Paris. 

Her own office is the result of progress. Next door 
her boss revels in quiet elegance—-a room large enough 
for parties, a magnificent Aubusson tapestry. floor-to- 
ceiling sliding doors. mirrored and gilded. For Andree 
there's the grey paint. a narrow room, and one glory 
an immense window overlooking the park. 

Spring. summer, autumn, winter—the seasons are hers 
for the looking. And she does look—-when she gets time. 

Andree’s title is administrative secretary. Her boss. 
douard Morot-Sir, boasts a lengthier one—Cultural 
Consulor to the French Embassy and representative of 
the French universities in the United States. 

Most impressive, but just what does it mean? 

“The main work of the cultural division,” Andree ex- 
plains, “is with schools. We arrange for the exchange 
of teachers and students between France and the United 
States. We set up tours and residences for American 
students who want to travel or live in France ... and 
vice versa for French students. Teachers. scholars, or 
just about anyone who’s interested write to us for maps. 
pamphlets. movies—anything and everything to do with 
France. There's an art section and a library, too.” 

The Embassy will even go to the extent of recording 


on tape a specific story for a teacher. At such times 
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IBOVE: 


Embassy Imerican instant cof- 





the narrator is usually “just anyone who happens to be 
passing by the studio anyone who speaks French. 
that is. So far, | haven't happened by at the right mo- 
ment. 

As in many another oflice, time is a priceless commod- 
ity. Andree admits that she couldn't describe a typical 
day. but the hours from 9 to 5:30 are well filled. So 
well. in fact. that she usually works on Saturday morn- 
ings too. “| don’t have to unless there’s something to be 
done—and there always is.” 

French atmosphere or not, Andree’s day starts like 
. with the 
mail. Piles come to her desk—she checks it and sends 


that of most of her American counterparts . . 


it through the proper channels. Next task might well 


° , , 
Vote Son a passing theme in entrance love l ad by mar ble 


frace 


umns, a grilled door. an elaborately frescoed ceiling. 
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ABOVE: In deep thought—Edouard Morot-Sir 
BELOF : 
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indree looks for the coming of spring. 



































be 


pretty, both unmistakably French. There might be visi- 


detailing work to the two girls who assist her——both 


tors to greet, a report to get out, a reception list to be 
made up. and. always, the phone calls. 

“People expect us to do the impossible . . . find a lost 
relative, set up a tour on an hour’s notice, provide a 
movie that hasn’t been made yet. One can only be 
courteous and as helpful as possible.” 

At the present time, Andree is working on the tests 
for the French baccalaureate examination. This is given 
vearly in France, its colonies, and in any country in 
which there are Frenchmen living. In the United States. 
the exam is taken by students from the French Lycee in 
New York, the French International School in Washing- 
ton, and by many who complete their studies through 
correspondence courses. The exams—they include both 
written and orals—are stiff, and those passing receive 
a degree equivalent to the completion of two years at a 
college in the United States. 

Test questions come from France in sealed envelopes. 
Andree, Miss Baccalaureate, guards them well. 

Throughout the year, writers, poets, artists, professors, 
scientists, even the members of the French Olympic team 
pass through the Embassy. What nicer way to greet 
them than a small reception for. say, fifty or a hundred 
guests? Andree makes all the initial plans, then gets to- 
gether with an expert, Monsieur Goyer, a peer among 
butlers. He knows just who's available and when in the 
“butling” field . . 


at the embassy equipped with personnel, dishes, silver- 


. and on the appointed day he arrives 


ware, food, flowers—and the proper expression for social 
functions. A must at every Embassy reception: cham- 
pagne. 

Big news at the moment in New York’s French colony 
is the imminent visit of General De Gaulle. There will 
be a huge reception at a local armory where “I will be 
at one end of the armory and the general will be a tiny 
speck at the other,” our interviewee laughs. 

Andree did see the General at closer quarters some 
years ago. He was staying at the Waldorf and indica- 
tions were that he needed a se« retary to take down some 
notes. Andree was sent over... 

She got to the hotel early in the morning. No general, 
so she sat down to wait. Lunchtime came ... and An- 
dree called Room Service. By midafternoon she was 
feeling slightly hungry so she ordered tea. Evening ap- 
proached still no general. Andree called for het 
dinner. Finally, at one a.m. the distinguished guest at 
rived. Seeing his visitor, he inquired as to who she 
was. Andree told him she was the secretary he had 
requested, 

“I don’t need you,” he said as he hurried into the next 
room. “All I want is a pencil and some paper.” 

“Fifteen hours just sitting,” Andree says ruefully, 
“but at least | was well fed.” 

Andree hasn't done much “just sitting” ever since the 
early years of World War II. “It was a strange kind of 
war in Paris,” she explains now, “there was nothing 
much to do but sit and wait. This, plus several personal 


setbacks. caused us to heed the (Continued on page 55) 
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e “Everything happens to me,” a beginning secretary 
wailed to a woman office manager. “I wish I had more 
poise. I always say the wrong thing, and I get into the 
darnedest predicaments. The other afternoon, I had just 
taken a big bite from a candy bar when I had to answer 
the phone. Yesterday, my garter snapped, and my stock- 
ing slid down around my ankle. Was I embarrassed!” 

The office manager consoled her by telling her that 


similar things have happened to many other secretaries. 


IT 


SHOULDN'T 
HAPPEN 
TOA 
SECRETARY 
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“Such incidents can make us feel flustered. but we live 
through them. As long as people are human. embarrass- 


ing moments will occur even in the best-run_ offices. 





Che important point is to pass them off lightly; don’t 
dwell on them. And if you tend strictly to business, you 
can avoid most ticklish situations.” 

Anecdotes collected by this supervisor include some 
once-in-a-lifetime happenings, but others have been ex- 
perienced by countless secretaries. The office manager 
also passed along some tips on how to prevent discon- 


certing situations, 


When the Cat's Away 


Embarrassing moments often revolve around the un- 


predictability of bosses. Most secretaries assume that 






































By MARILYN FRENCH 
TODAY’S SECRETARY 


when a boss says he will be back at 2:30, it may well be 
}:00 before he returns. Unfortunately, bosses sometimes 
come back early. 

The office manager suggested a good rule for secre- 
taries to follow: “When the boss is out, work and act as 
though he were present. Nothing is more embarrassing 
than to be ‘caught in the act.’ ’ 

One secretary whose boss had gone to a meeting was 
happily chewing bubble gum. She had blown a huge 
bubble—her masterpiece—when her boss opened the 
ollice door. She was so startled that the bubble burst all 
over her face. 

\ kindhearted secretary let the switchboard operator 
rest on the couch in her boss’ office while he was away. 
Just as the operator was dozing, the boss popped in. The 
sleepyhead jumped up, exclaimed, “You're not supposed 
to be back yet,” and dashed out of his office. 

In the absence of her boss, another secretary had fin- 
ished her work and was straightening up his oflice. The 
phone rang. It was a call from a friend she hadn't heard 
from in a long time. She perched on the boss’ desk for 
a chat. In walked one of the executives with a man he 
wanted her to meet. She said later, “I guess I made quite 
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an impression . 


{ Place for Everything 

The second hint given by the office manager was not 
to use the boss’ office as a dressing room. “Use the 
powder room for repairs.” 

{ run in a stocking caused needless embarrassment 
for a secretary and her boss. She went into his office to 
change stockings while he was out. Then she was called 
to her phone and had several interruptions. Meanwhile, 
the boss returned with a customer. Both men were non- 
plussed to find a pair of nylons draped over the visitor's 
chair. 

The boss’ private washroom should be “off limits.” 
too. One man who returned ahead of schedule, bringing 
a client with him. wanted to dictate an agreement. His 
secretary was nowhere to be found, even though he sent 
scouts around the building to look for her. The poor girl 
had gone into his washroom to fix a slip strap and was 
trapped for a half hour until they gave up the search. 

A secretary who let a co-worker change her dress in 
the boss’ washroom still gets red in the face when she 
recalls what happened. She went to another department, 
without knowing that the girl couldn’t work the lock on 
the door. Then an executive who wanted to borrow some 
aspirin opened the door, mumbled an excuse, and hastily 
retreated. The secretary insists that, “To this day, I bet 
he thinks he walked in on me.” 

One more case along this line involved a secretary 
who wore snuggies in the winter. The office was so warm 
that she was uncomfortable. Rather than traipse to the 
ladies lounge, she used a walk-in vault as a dressing 
room. Just as she had slipped out of the snuggies, her 
supervisor came in to get papers from the safe. 


Proceed with Caution 
Incredible as it seems, being overly helpful or inter- 
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ested in others has caused embarrassment for some 
secretaries. Friendly gestures or remarks may be mis- 
understood. The office manager's advice is sound: “Be- 
ing friendly is a wonderful quality. But tread gently 
unless you know your associates well. Some people who 
are shy and reserved may react unexpectedly.” 

For example, when Mr. Jones was hired, his predeces- 
sor had already left. There was no one to explain the 
work to the newcomer, so a secretary tried to be helpful. 
She spent an hour describing all the aspects of the work. 
Cordially, she invited him to call on her whenever he 
had questions or needed help. She was puzzled when he 
went off on a tangent and pointedly mentioned some- 
thing about Mrs. Jones. 

Back at her desk, she realized that her desire to help 
had been misinterpreted. The reference to his wife had 
been his subtle way of saying, “I’m married, so don’t 
waste your time on me.” 

\ second instance concerned a new secretary. Her 
predecessor had left a note to order flowers for the boss’ 
wife on their forthcoming anniversary. On the appointed 
day, the boss, unaware that she knew it was his anni- 
versary, asked her to order a dozen red roses. Before he 
could continue, she commented, “Oh, red roses are 
beautiful!’ She felt like a brazen hussy when he turned 
scarlet and blurted, “They're not for you. They’re for 
my wife. It’s our anniversary.” 


Slips That Pass in the Mail 

To avoid potential disaster, a secretary must be as 
adroit in handling mail as she is in handling the male 
ego. “Be careful to put letters and enclosures in the 
proper envelopes,” the office manager cautioned. “It 
pays to double-check outgoing mail.” 

One secretary had dashed off a note to a pal and won- 
dered why it wasn’t answered. She learned the reason 
when the note was returned by her boss, who was out of 
town. She had slipped the note into an envelope ad- 
dressed to him. 

More serious trouble can develop when confidential 
material goes astray. An editor who had written an 
article about a company sent the manuscript to the 
manager of the business for approval by the principals. 
When the manuscript was returned, the editor found an 
interoflice slip attached to it. The memo began, “Either 
this guy was out all night or he can’t write worth a 
plugged nickel,” and it went on and on, picking his 
manuscript to pieces. 

Stung by the criticism, the editor mailed the memo 
back to the official with a brief note: “The enclosed 
memo evidently was sent to me in error.’ Relations be- 
tween the company and the magazine were strained, to 
say the least. And, justly or not, a careless secretary had 
to take all the blame. 


It Pays to Be Tongue-Tied 

“Wise secretaries have learned to think twice before 
they speak,” was the office manager’s last hint. “You 
never have to regret something you didn’t say.” 


(Continued on page 56) 
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] DIDN'T EVEN know what a purchasing 

agent was when | took this job.” at- 
tractive Helen Draves told us with a 
smile. “But | wanted to work in a stimu- 
lating office where | could use my own 
initiative and have some real responsibil- 
itv. Vl have to admit I was a bit startled 
when Mr. Romanse told me during my 
interview, “We believe in giving people 
plenty of opportunity to make their own 
mistakes—and that’s saving a lot because 
a purchasing agent can't afford to make 
mistakes.” 

(Helen is secretary to F. S. Romanse. 
purchasing agent, Babeock & Wilcox 
(company. Inc... New York Citv.) 

“He was right. as I soon found out. 
The purchasing agent is one of the key 
executives in any manufacturing firm. 
and in many others as well. He's re- 
sponsible for buying supplies—every- 
thing from office equipment and wash- 
room necessities to all the components 
used in his companys products and 
services. His budget takes a large share 
of the company finances. Profit at the 
end of the year is directly related to his 
eficieney and knowledge of markets, his 
ability to find the best vendor in the 
particular lines his company needs, his 
=kill in expediting the orders from these 
firms and maintaining an even flow of 
components, so there is neither surplus 
nor shortage of inventory. He must be 
prepared for all kinds of emergencies 
from blizzards and hurricanes to strikes 
ind breakdowns and have an emergency 
plan of action ready to roll. 

“Yes. | have plenty of responsibility 
and I love it. Its heetic at times. but 
always exciting, with something new to 
learn every day. There are times when | 
feel almost like a graduate engineer. 
just from transcribing so many technical 
letters and reports. reading professional 
and trade papers, and listening to my 
hoss talk with the engineers, designers. 
and salesmen who are constantly coming 
and going. | wouldn't go back to a cat- 
and-dried routine job for any amount of 
money.” 

Here are some of the qualifications 
the purchasing secretary should possess, 
according to Helen Draves. 

1. She must have stability. 

This is an important quality for any- 
one in this field. It takes considerable 
time to train a secretary in all the unique 
facets of the purchasing office. Some- 
times its months to a year, or even 
longer. before she can function fully in 
her boss’ absence. The expense and time 
involved make it essential for the secre- 
tary to have long-range working plans. * 

Helen also pointed out: “The purchas- 


ing secretary s job is really a career—not 
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just a fill-in between school and = mar- 
riage or between children. She has a 
tremendous opportunity for self-advance- 
ment, with many less limitations than 
other types of jobs impose. Her salary 
ranges from good to excellent. Her con- 
tribution can be enormous. and many 
women have made lifetime careers in this 
field. 

“You'd be amazed.” she added. “to 
know how many secretaries have gone on 
to fill their bosses’ shoes—literally. There 
are a number of women purchasing agents 
in the New York Purchasing Agents As- 
sociation and elsewhere throughout the 
country. We women make excellent PA‘s 

seems to be instinctive with us to like 
to shop and do it well. Me? I like being 
my boss” secretary!” 

2. She must have outstanding public 
relations ability. 


People are the key to her boss’ sue- 


by Peggy Norton Rollason 





cess as a PA and hers as a secretary. 
There is a constant procession of per- 
sonal visits. telephone calls. and written 
follow-ups in which the secretary has a 
very busy hand. Feminine tact and con. 
sideration are vital. She must be able 
to screen those callers her boss will want 
to see, refer others to different company 
officials, and turn away those he cannot 
see—all with a smile and no hard feel. 
ings. 

~Naturally.” Helen said, “she has to 
follow her boss’ wishes in all of these 
matters, Some agents see anyone at any 
time. Others have certain hours to re- 
ceive salesmen. Even so, the good secre- 
tary will use her discretion in scheduling 
appointments when she knows her boss 
will want to make an exception. The way 
she handles this part of her job is vital. 
since most people form their opinions of 


a company or an executive on the basis 


ON A 


GOOD 
BUY 








of the secretarys treatment of them. 

“Today most executives are active in 

least one professional group. When 
your boss accepts an office in such an 
organization, it opens up a whole new 
irea of personalities and information. 
\lr. Romanse was president of the Pur 
ising Agents Association of New York 
ist year, and [| enjoyed that post as 

iwh—and worked almost as hard—as 
he did. It was a wonderful experience 
for both of us.” 

}. Her telephone technique is equally 
nportant. 

\ oice-to-voice contact is part ol this 
public relations talent, of course. A 
pleasant voice and manner are vital. The 
purchasing secretary often acts as ex 
pediter for her boss. Her skill in making 
inquiries, obtaining quotations, check 
ing the status of orders. and prodding 
delinquent vendors gently but firmly is 
paramount. 

“\Iy boss prefers to have me do all 
I can to help any caller in his absence.” 
Helen added, “rather than merely acting 
as a receiving station for messages. He 
says there is nothing more frustrating 
than hearing, “Mr. Jones isn’t in—will 
you call him back or do you want him to 
call you?;—when with a little 
more effort. the secretary 
could start the ball rolling 
herself. 

“And speaking of expedit- 


ing. many purchasing secre 


: 


taries actually become PA’s for thei 
bosses, by taking over the responsibility 
for ordering office supplies, experiment- 
ing with new products, selecting type- 
writers, adding mat hines. copy machines. 
duplicators. and many other pieces of 
office machinery for the company. Most 
PA’s are only too glad to be relieved of 
this phase of purchasing, since it is one 
with which the secretaries are much 
more familiar than they.” 

1. Her memory for details must be 
phenomenal, elastic. and constantly up to 
date. 

“Yes, | do have a secretarial desk 
manual that | keep current: so when | 
am on vacation or ill. my substitute ha: 
something concrete to go by. But it is 
simply impossible to write down evervy- 
thing.” 

In any job demanding constant per- 
sonal contact. a tremendous amount of 
s acquired by observation. 
Names. faces. 


places, dates, addresses, prices, numbers. 


know ledge 


instinct. and osmosis. 


and facts galore march through the sec 
retary s brain in rapid succession. The 
girl who builds up this mental awareness 
is more than one step ahead in anticipat- 
ing her boss’ needs. Without it, she loses 
a very large percentage of her useful- 
ness. 

5. She must have flexibility and per- 


severance, 


Sounds like an odd combination of 


traits, but in a fast-paced office it’s es- 





sential that a secretary be able to set 
aside one task in order to switch to a 
more pressing one. The trick is not to 
forget to finish them both as soon as pos 
sible. This means learning to organize 
her work to complement her boss’ most 
urgent tasks and often requires foresight. 
hindsight. and sidesight. 

“Long ago, I told myself that every 
bit of unfinished business I shift from 
my desk to Mr. Romanse’s is a minus in 
my days record. I try to complete as 
much as | can without bothering him. 
We have regular sessions to check each 
other's agendas, of course, and it would 
drive me wild if he didn't keep me in 
formed of unexpected changes in his 
plans—but he does, fortunately for both 
of us.” 

6. She must knou company policies 
personnel, and protocol. 

“Here's where you must rely on your 
boss’ help at first.” Helen observed. “But 
there are always company manuals, office 
house organs, and annual 
reports to read. You'll find that the av- 


directories, 


erage purchasing agent has dealings with 
every department in the company, and 
as his secretary. you'd better know who's 
who and what's what as fast as possible. 

“It’s not unusual for the president ot 
other top executives to drop into our 
offices. 


than having to ask their names 


Nothing is more embarrassing 
unless 
possibly it might be not being able to 
answer their questions.” 

7. She must be close mouthed. 

“I don’t know of any purchasing office 
where every bit of information isn’t con- 
fidential.” Helen told us. “But this just 
makes the job all the more exciting. One 
heedless revelation by a secretary can 
cost the firm thousands of dollars and 
months of work—and even more in bad 
customer relations. It's really up to the 
boss to impress upon her early in the 
game the absolute necessity for secrecy 
Sure, it means playing dumb during the 
coffee break or lunch hour, being polite 
but noncommittal to salesmen’s questions, 
and not talking shop at parties—but 
when you know the reasons, you actually 
geta kick out of being the girl who can 
keep a secret.” 

8. Her basic secretarial skills must 
he top note h. 

“It's true in any office that the amount 
of dictation varies according to the boss 
and the girl, the work load, and the type 
of job performed. The more experienced 
secretary will assume considerable _re- 
sponsibility for answering the PA’s mail. 
requesting quotations, writing follow-ups, 
typing up orders and contracts, and so 
forth. However, her shorthand will re- 


(Continued on page 53) 
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— IS no conversational enterprise so pointless 

. yet so apt to be genuinely tempting . . . as second 
guessing. It’s a club we can all join, sooner or later. To 
qualify for membership you need only a slight sense 
of regretfulness at opportunity and time carelessly 
squandered, at enthusiasm misplaced. at independence 
unprized . . . anything which, if you had to do over, 
vou d do so much better. 

Perhaps the biggest attraction second guessing has 
for its devotees is just that feeling of righteousness and 
self-assurance. In retrospect, how right we can be, how 
much more we know about circumstances and ourselves, 
how wise we've become. Perhaps young people intuitively 
sense this and so often resent their elders’ advice. 
because it smacks less of wisdom than educated second 
suessing. Young people rarely second guess. Not for 
them such a waste of time, who, unaware. have all the 
time in the world. | think it was Mr. Shaw who so ac- 
curately second guessed, “Youth is wasted on the young.” 

Ah... if 1 were young and single, what vacations 
| would plan. For there’s nothing like second guessing 
to spur the creative imagination. Probably no women 
appreciate a fancy-free vacation more than busy young 
mothers after a year’s worth of washing, ironing. clean- 
ing. cooking, playing with, and disciplining their recur- 
rently messy, hungry, active, and mischievous young 
uns. But because such luxuries are strictly past tense, we 
become the best all-round wishful thinking 
vacation planners in the world. 

At the laundromat, around the coffee 
table, waiting at the supermarket, 
during the first warm days of early 


summer, you're bound to hear us. 










Midst all the practical vacation 


chatter of cottages at the seashore 






(for the children), cottages 
at the mountain lake (for the 


children). or visits to grand- 


































ma (for grandma). we're haunted at times by the big 
IF. “/f 1 were young and single . . .” 

Not that any of us would really want to turn back the 
clock. It’s just that 


working, still single, do have a special charm of their 


. well, vacations when you re still 


own, a never-to-be-recaptured one. Here’s how we 
second guess . . : 

Why is it we all tended to take our vacations in 
clumps. sometimes with people we didn’t even really care 
for, to places that often frightened us on arrival, bored 
us before the week was out? Or why did we always 20 
with our best friend what was that girl’s name 
again . . . after we'd seen her at the next desk every 
working day of the year? 

Now that we know better, we'd almost always vacation 
alone, or at least go with a friend who values privacy 
and independence herself. That’s rule one in our dream 
book. 

| guess the big question is. “What does one really 
want from a vacation?” In those days (may as well con- 
fess). we didn’t even ask it. Certainly, we didn’t want 
a rest. Then why did we invariably go to the country or 
the seashore and spend hours lying around on sunny 
lawns and sunnier beaches? 

Did we need a change of pace, new places, new faces? 
Then why the same rushing around to buy new clothes. 
the traveling in tight little groups and pairs. Why did 
we go where the “gang” went; why did we 
do the same thing every summer? 

Now. of course. we know better. We're 
no longer afraid of asking big ques- 
tions—about vacations, at any rate 
—and accepting the honest an- 

swers. What wed want from a 

vacation now would be several 
very important individual 
benefits . most important 
of all. a chance to be our- 
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selves, if only for that once-a-year hiatus of two weeks. reserve my “Day” and spend the rest of my two weeks 


When you're young and single, it’s easier, I suppose. theatering, dining grandly, sightseeing, shopping. Unless 
to take a cliché vacation, to go along with the majority of course, you'd like to spend the second week showing 
rather than follow your own star, small as it may be. off the new you to a summer crowd at some interesting 
But if you have the courage and you're still young and resort. Either way’s fine. 
single. how about these for dream vacations . . . Having been born in New York, the biggest city, | 

What long hard look in a full length mirror wouldn't can only imagine what it might be like to want to leave 
reveal some aspect of you that needs improvement? a smaller place and come to work here. But judging by 
What could be more luxurious than spending your hard- the influx of young things that arrive each year, it must 
earned two weeks in a cosmopolitan center, getting be a fairly common ambition. 
beautiful in mind, spirit. and body? To my way of If | were young and single .. . if I lived in a small 
thinking. it’s more of an investment than an expense. town and wanted to live in a larger one, I'd use my va- 
It's a way to make two weeks with pay really pay off in cation to try the scheme, to give me a taste of being 
dividends throughout the year. What to do? alone, to give me the feel of the city, before | committed 

Know that in Chicago, New York City. and Washing- myself completely. And I wouldn't necessarily choose 
ton. D. C., there are three outposts of feminine para- New York. Who’s for San Francisco? 
dise—the salons of Helena Rubinstein. Each of these The first thing to do is to get the San Francisco news- 
abodes offers “A Day of Beauty.” when skilled hands. papers for at least a week and study them—the want 
devoted minds, and unerring tastes can make you feel ads, the apartment rentals, the social notes. I’d plan also 
like a mixture of Helen and Cleopatra. From what I saw on working part time each day. But this is supposed to 
at their New York establishment, simply spending a day be a vacation, you object. It will be . . . wait till your 
there would be a treat in itself. What you get from the wish comes true. Office temporary agencies will be eager 
moment you change into leotard. smock, and slippers to to have you as a summer replacement. Their standards 
the moment you emerge—quite like the heiress you'd are often very high and getting a job through them will 
like to be is simply the “works.” First a physical, then not only reassure vou as to your skills but will also en- 
exercise routines and massage. foam baths and facial able you to meet other careerists and get the really 
masques . . . the feel and fragrance alone worth the “inside” info on life and living in the city. 
price of admission. Your hair is restyled (permanented Youll find that San Francisco is one of the most 
and tinted too. if you make special arrangements ) ; you're beautiful cities in America. After a morning’s work, 
manicured, pedicured, perfectly made up, combed out, there’s some fascinating sightseeing to do. The San 
and there you are! With you go exercise charts, a list of Francisco shops are treasure troves. The restaurants 


make-up colors selected for you, and beauty preparations Chinese, Italian, Near Eastern, French, and not-so-plain 








needed for your personal skin care. The Day of American—are divine. Weekends. it’s over to Sau- 








Beauty. with its attendant sense of well being, salito, or down the Peninsula, or further down 








could become the start of not only a the coast to Carmel. Two weeks ought to 








marvelous vacation. but also a marvelous 
vear. And it’s only $30. 


If it were my vacation. I'd write to 


show you whether this city—or perhaps 








any city—is for you. And you've had 








an exciting (Continued on page 54) 
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SINGLE 


Some bright 
new thoughts 
on an age-old 
subject 
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To the Caribbean 


Getting there is half the fun—and can 


he most of the fare—so find out what's 
afloat before you make vour choice. 
For luxury travel. there’s the Grace 


Line’s Santa Paula and Santa Rosa. 
These ladies of the sea sail from New 
York every Friday. treating 300 passen- 
gers to 12 fun-filled days at sea and in 
port. Although your ship is vour hotel. 
you Il stop at Curacao. Netherlands West 
Indies: La Guaira. Venezuela: Jamaica. 
British West Indies: Nassau. British Ba- 
hamas: and Port Everglades. Florida. for 
sightseeing and shopping. 
Meanwhile. back on the ship: 

ming in one of the largest outdoor pouls 
afloat, dinner and dancing. Gaiety is the 
keynote, so bring a well-rested you and 
a wardrobe of play clothes and gowns 


(As vou 


won't have to worry about carrying suit- 


lo while away the wee hours. 


cases, pack that extra silk dress and fur- 
collared cashmere.) Also bring a well 
padded wallet—“in season” cruises start 
at $595. “out of season” cruises. about 
$4165. (Accommodations are not consid- 
ered reserved unless a deposit of 25 per 
cent has been made. The rest must be 
paid three weeks before sailing. 


lf you're looking for informality— 
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more rest and relaxation and = fewer 


clothes to pack—-yeu might consider a 
The Grace Line's cargo 


Monica. Santa 


‘casual cruise.” 
passenger ships. Santa 
Sofia. and Santa Clara feature 16- to 18- 
day tours of the Caribbean and South 
America for 52 passengers. Nor will you 
find yourself in the hull. All of the ships 
are air-conditioned. provide outside 
rooms with baths. a swimming pool. the 
usual lounges, and entertainment. Arriva! 
and departure times and ports vary with 
cargo requirements, but frequent stops 
are at Aruba. Netherlands West Indies: 
Barranquilla. Colombia: and Jamaica. 
British West Indies. These cruises start 
about $565 “out of season.” $595 during 
travel peaks. 

You really want to get away from it 
all? Then try 


usually accommodate up to 12 passengers 


a freighter. These ships 
and are at sea from two weeks to a 
month (be prepared to allow some lee- 
way in your plans, for cargo commit 
ments can cause last-minute changes in 
sailing dates). Cabins are often quite 
luxurious. food is good, and there is 
plenty of room for deck chairs and sun 
bathing. No 
wear a smile and a Jantzen.” The Royal 
Netherlands Line 
freighter cruise to the Caribbean from 
New York, beginning at $380. 


Caribbean travelers need no passports. 


wardrobe worries——just 


features a 25-day 


hut you'll have to roll up your sleeve if 
you haven't had a smallpox vaccination 
within the past three vears. Its well 
worth the pinprick. 
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To Bermuda 


We were sailing on the coral seas 
on the Furness Line's Queen of Bermuda 
Monarch. And you 


choice of plans. If you wish to make the 


or Ocean have a 
ship your hotel, there are six- and seven 
dav cruises to consider. Iwo days ol 


route te 


vetting-acquainted activities er 
the Island. two days to shop and explore 
Bermuda while the ship is docked—whoe 
can resist the low-priced perfumes and 
imported cashmeres—and two more day- 
o} shipboard fun returning to New York 
Yours from $153 (based on two in 
cabin). 

Not long enough? Then try one of the 
13-day 


Bermuda on the Queen or Monarch but 


plans. You travel to and from 


stay at one of the Island's hotels. beach 
clubs. or guest houses. All the more time 
to enjoy the native calypso music and 
marvelous golf links. (But don't forget 
lo confirm your return-trip reservation- 
within 24 hours after arrival.) ‘Tour- 
originate in New York most Saturday- 
and start at $185. depending on the |- 
land accommodations you choose. 
Whichever vou choose. life aboard and 
ashore will be a whirl—full orchestra 
every night. movies. afternoon teas. and 
midnight snacks so pack with a 
heavy hand. 
reminders: 


Some just-before-you-sail 


reserve your deck chair through the deck 
steward as soon as possible after board- 
ing—spots in the sun are at a premium. 
Then contact the dining-room steward 


concerning seating arrangements. There 
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is usually more than one. sitting and 


most travelers preter the second. 


No passports or vaccinations needed 
for a Bermuda jaunt. so even the faint-of- 


| -_- 
heart may apply. (Continued on page 57) 


by plane 


To Europe 
It's a bird, it’s a plane ind vou’re on 
vinging 


As with 


ive a choice ol 


yvour way toward Europe. 


trans-Atlantic boat travel, 
numerous lines and 
although the International Air 
Transport Association (IATA) has done 


much to cast international travel into a 


classes, 


similar moid. This world-wide trade co- 
operative freezes fares, determines seat 
dths. decides which class of passengers 
re entitled to free meals—all with an 
eye toward preventing price wars in the 
skies. With the exception of Icelandic 
\irlines, all of your probable New York 
to | irope carriers belong to this Asso- 

ion—Pan American, TWA. Sabena 
belgian), BOAC (British), KLM (Dutch), 
nad others. 

\t present, the international flier can 
tourist, or econ- 


that. First 


travel deluxe, first-class. 


omy. Deluxe is just class 


ists two noticeable advantages over 
you re entitled to 66 pounds of 


e—22 more than _ tourist—and 


you ve 


more leg room. Then, too, the 
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food is better. drinks are free. and fewer 
people are carried. Economy flights pro- 
vide only sandwiches and _ soft 
drinks and 


the savings can be 


gratis 


you re more crowded. but 


worth the inconveni- 


' 


ences, However. plans are now atoot to 


cut these four classes to two as of May | 
so check with 


first class and economy 


your travel agent. 

lhe difference in price? As proposed, 
round-trip, New York to Paris economy 
$525: 


flight via jet will cost first-class 


under the same circumstances. $939 


(Because Icelandic has refused to join 
IATA, it can charge as little as it pleases 

usually crosses the ocean to Northern 
$100 less [round 


Youll be 


won t be 


European sites for 
trip] than the 


traveling on DC 4s and you 


other lines. 


dining on caviar. but Icelandic offers a 


flawless safety record and a real savings 
to the economy-minded traveler.) 

\ flight tip 
line—grab a seat in the rear of the plane. 


You ll be 


than two wings and an engine. and you |! 


( lass Ol 


regardless ol 


able to see something othe 
be the first off the plane—and the first 


through customs. However. if you've a 
queasy stomach, we'd advise sitting amid- 


ships. 


What to 


much as 


bring the minimum. Inas- 


baggage restrictions 


airline 
limit clothes-conscious travelers, they re 
a blessing in disguise. Try and co-ordi- 
around one. basic 


Take ad- 


excellent miracle 


your wardrobe 
black, 


vantage of the many 


nate 


color navy, or grey. 


~*~ 


© 


% 


fabrics: 


countries. “Musts” for European tour- 


although cottons are best for hot 


ists: a mantilla or searf for visiting 


churches, walking shoes—ripple soles are 
heavenly—a raincoat and packable fold- 
ing umbrella. And don't forget a current 
converter for your traveling iron or other 
gadgets. Trans-Atlantic 


electric planes 


carry just about everything you ll need 
in flight. from sterilized toothbrushes to 
slipper socks to magazines in six difler- 
ent languages 


Its CUSTOMary ... to register for- 


eign-made articles with customs officials 
before taking them out of the United 
States in order to avoid extra duty 
charges upon re-entry. Permanent resi- 


dents who have been out of the country 


for more than 12 days are permitted to 


back 


free, but there’s no sense having the im 


bring $500 worth of goods duty- 
ported watch or camera you took with 
you included in this total 


Apply for your passport and any 
needed visas (usually not required un- 
three months 


less youll be more than 


in a country). bare your arm to the 


smallpox prick, and you re on your way. 
(And don’t be alarmed if a health official 
greets you with an aerosol spray at your 
kuropean destination. He's simply pro- 


tecting you against mosquitoes. 


To San Francisco 


Coast to coast before you've finished 


the Times Sunday crossword puzzle 
quick minds and easy puzzles excluded! 


You board your (Continued on page 58) 
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by train 


Once in Europe, the United States, 
Mexico, or Canada (by ship. plane, row- 
boat, or water-wings), how do you 
travel? By foot, if you have the neces- 
sary time and muscles. In style, if you 
have a plane ticket in one pocket and an 
over-burdened wallet in the other. By 
bus or train, if you want the best for 
your money, your hopes—and your vaca- 
tion. 

In Europe, distances from one nation 
to another are far shorter than most 
Americans realize, and travel by train 
or bus is really convenient. Most foreign 
lines will move swiftly, but should your 
pace be more deliberate than dynamic, 
make the most of your opportunities. 
Having added leisure for sightseeing is 
an advantage, and—whether you are 
visiting Paris or Poughkeepsie—going by 
train or by bus enables you to really 
meet the people and see the country it- 
self. 

There is, of course, one other basic 
attraction that buses and trains hold for 
wanderers all over the world—particu- 
larly when budgets have already been 
stretched beyond return. Put simply, they 
cost less. You can go great distances at 


low. low rates. 


Europe 


Starting from Paris. you can travel by 
train to more than a hundred cities at 
an average speed of more than 60 miles 
per hour—and less than average fare. 
Rates on the individual lines, such as the 
French National Railroads, are surpris- 
ingly low. Going from Paris to Vienna, 
for example, will cost only $32 by first- 
class, $20 by second-class accommoda- 
tions. Other sample fares: to London, 
$17 and $12: to Bonn, Germany. $15 
and $11: to Rome. $34 and $22: to 
Athens. S72 and $45: to Madrid, $38 
and $26: to Copenhagen, $41 and $27 
to Brussels. S9 and $6. Also available 
are a variety of reductions such as group, 
family. and student tickets. 

If you plan to cover all or most of 
Europe by train, try Euraitpass. Trans- 
lated, this means a 100.000 mile network 
of railroads in 13 countries: Austria, 
Belgium, Denmark, 
Holland, Italy, 
Portugal, Spain, Sweden, and Switzer- 
land. Sold only in North and South 
America. one ticket ($125) is good for 


France, Germany, 


Luxembourg. Norway, 


two months first-class travel on all 
scheduled trains. Children under four 
travel free; those from four to ten pay 
half fare. 

Tourist bargains on a somewhat 
smaller scale are available in different 
cities throughout Europe. In Paris, for 
example, 15 francs or $3 will obtain a 
pass usable for seven consecutive days. 


“Your horizons will be limited to the 


city and its suburbs by bus or under- 
eround (first-class). Still, a frane saved 
is a frane that can be spent somewhere 
else, so check for these travel helps. 


United States and Canada 


For the American who wants to travel 
closer to home than Barcelona or Biar- 
ritz, there is an unlimited variety—in 
transportation, prices, and scenery. You 
can wander from the hard New England 
coastline to the marshy swamps of 
Florida to the unlikely 
Hollywood, and you can do it with one 
great advantage. Aside from the Missis- 
sippi and other assorted 


scenarios of 


rivers, you 
wont have to cross any huge body of 
water to see the scenery—a boon for 
those with seasickness or low incomes. 

The American Express Company runs 
a whole series of excursions, up, down, 
and across the United States. Heading 
out into the western sector of the coun- 
try is a group of “Scenic Tours.” Depart- 
ing from Chicago by rail, these cover the 
lake-park region of Minnesota, the Red 
River Valley of North Dakota, Glacier 
National Park in Montana, Seattle, a 
cruise on Puget Sound, Victoria in 
Canada, Vancouver, the Canadian 
Rockies, Banff, and Lake Louise. 

The tour price of $322 from Chicago 
covers all expenses on one of the two- 
week, guided trips, with the exception of 
meals in Seattle. To get the price from 
your home town to a point where you 
can join the tour, check with your local 
American Express office. 





Another American Express Tour is the 
“Vista-Liner”’, so named because of the 
class-domed ceiling which allows train 
passengers to enjoy the scenery without 
hindrance. This departs from Chicago 
through the Colorado Rockies and the 
Sierra Nevada Mountains to San Fran- 
Angeles, 
land, San Diego, Las Vegas, and the 
Hoover Dam. The rate is $306 for this 


cisco, Yosemite, Los Disney- 


two-week, escorted trip. 

Traveling to the South. American Ex- 
press tours originate in New York ($181) 
and Washington, D. C. ($146). The 
route here includes: Washington, Lee’s 
Yorktown, Williamsburg, 


Richmond, Appomattox, 


birthplace, 
Jamestown, 
Lynchburg. Lexington, Swannanoa, Mon- 
ticello, Charlottesville, Skyline Drive, 
and the Luray Caverns. Fares are all in- 
clusive with the exception of lunch and 
tips for individual services. 

In addition to American Express. 
there are numerous other agents willing 
to introduce America to the Americans 
for a fee. In most cases. the fee (like 
the services and the routes) will be 
roughly similar to those described above. 

There is, however. one way to break 
this streak of conformity when taking a 
trip—plot it yourself. And when you 
find yourself adding and_ subtracting 
train fares across the country, you might 
consider two possibilities: 

Off-season traveling. Going to Florida 
from May 1 through November 15 is 
much cheaper than attempting it during 
the other six months of the year. For 





example, the New York to Miami round- 
trip coach fare drops to $70 from $80. 
Add $23 more and you can enjoy a com- 
plete package vacation at an excellent 
oceanfront hotel. The people to ask about 
this are at Seaboard Air Line R.R. Co., 
Passenger Traffic Dept., 3600 W. Broad 
St.. Richmond, Va. 

Family-plan rates. Traveling by rail 
coach, the head of a family pays the reg- 
ular one-way or round-trip fare: the oth- 
ers pay half the one-way fare. or in the 
case of a complete round-trip. they pay 
only the full one-way fare. Children un- 
der five years of age are carried free; 
stopovers are allowed, and the baggage 
allotment is 300 pounds. This is valid 
Monday through Thursdays going, and 
you may return on any day of the week. 
Check with your local ticket agent. 


by bus / p) 


Europe 


You can enjoy more than 30,000 miles 


of beautiful scenery throughout the 
length and breadth of Europe. Just grab 
your luggage (2 bags). your venturesome 
spirit (any size), and board the nearest 
EvuropaBus motorcoach. Operated by the 
railroads of Europe to supplement their 
own service, such coaches are air cooled 


and comfortable. often feature a radio. 








a lavatory, a bar—and an English-speak- 
ing guide. You may also find some chil- 
dren on board—the result of economical 
carrying charges. Infants under four pay 
nothing at all; from four te ten, it’s half 
fare. 

Tickets are purchased at any author- 
ized travel agent: and if bought outside 
Europe, are valid for six months. Stop- 
overs are allowed if reservations are 
made accordingly. 

Some sample itineraries ... 

Traveling from Vienna to London, you 
will go through the Bavarian Alps, the 
old university city of Heidelberg, Wies- 
baden spa, the Rhine Valley, and Brus- 
sels—capital of Belgium. The price of 
this tour? Approximately $32. 

From Brussels, you can travel to Na- 
ples, Italy, at a price of $42. Your route 
will include the Rhine Valley, Wies- 
baden, Heidelberg, the Bavarian and 
Austrian Alps, Innsbruck, and such Ital- 
ian highlights as Venice, Florence, Peru- 
gia, Assisi, Rome, and Cassino. 

Fares are in some cases all inclusive— 
covering food, lodging, tipping, etc. This 
depends upon the individual trip, so 
check beforehand. 

For those who prefer it, regular tours 
complete with time-table and stop-watch 
are easy to find. Hotel reservations, meals, 
and guided expeditions are usually in- 
cluded in the tour price, although there 
are some minor exceptions to this. In 
most cases, hotel rates are based on a 
double room with bath: single accommo- 


dations, extra. (Continued on page 60) 
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If a “table dhéte” 


organized, overdressed, and often over- 


vacation . . . over- 
priced ... is not your dish, consider the 
wonderful “on-your-ownness” of a car 
trip. For short of walking or bicycling 
(how rugged can you get?), the auto- 
mobile tour still holds more than a little 
possibility of pioneer adventure. Yes, 
even in these days of superhighways, 
luxury motels, and multi-horsepower mo- 
tors, the auto offers the only means of 
truly independent travel. Ahead of you 
there’s the open road, the real thrill of 
“undiscovered” territory, of lovelier scen- 
ery, newer air . a far country. Here 
are no captains, no pilots, no conductors, 
no rigid schedules. 

When you climb into your car, as sea- 
soned auto travelers like to do, at five or 
six o clock of a misty summer morning, 
drive gently through a sleeping and traf- 
ficless city, and swing onto the highway 
as the sun 


out of town, just comes up, 


literally and figuratively you're in the 
drivers seat! ‘here isn't a better feeling 


in the world. 


Fun insurance: preplanning 


Since even the genuine wagon train 
pioneers hired experienced guides and 
followed the trail markings, you'll want 
to follow their sensible example by mak- 
ing as many advance plans and prepara- 
tions as possible. Don’t be afraid that a 
sound itinerary or reservations for the 
night ahead will put a blight of pressure 
on your trip. On the contrary, preplan- 
ning for basic needs will leave your mind 
and spirit free to enjoy the pleasure of 
As the 
day's drive ends, surely its more fun to 


your wanderings to the fullest. 


watch a spectacular sunset from a moun- 
tain top, knowing that a few minutes 
drive will take you to your reserved room, 
a hot bath, a good supper. Otherwise, 
sunset time finds you spinning along the 
highway, neck craned on the lookout for 
“Vacancy” signs, and bound for disap- 
pointment, second-rate accommodations, 


and greasy spoon food. 


Togetherness: pro and con 


You can, of course, journey alone and 
have a marvelous time, if you're that 
kind of person. But it’s often a lot more 
fun to travel with a friend. Besides being 
company for each other, room and dining 
reservations often come in “twos” for the 


28 


price of one. You can share expenses, 
spell each other at the wheel. and if nec- 
essary, face road emergencies better, par- 
ticularly if your road carries you through 
rough country. It’s also considered safer, 
during long trips, for a woman not to 
travel alone. 

Naturally, you'll want to be sure that 
your travel companion is an auto buff 
like yourself and that you both accept 
trivial upsets with a sense of humor and 
relative calm. 

More than two on a trip? It’s possible, 
even fun, but it takes lots more planning 
to ensure the pleasure of a group. Where 
a car trips concerned, its more than 
(See 


further thoughts under Renting a Car.) 


likely that “two's company 


Where to go? 

By now, you should be convinced that 
tossing a coin is not quite the best way 
of deciding which road to take. To start, 
of course, you'll count your pennies and 
your time limit, never forgetting that 
there's a return trip as well. Consider 
estimate 200 
to 300 miles a day the maximum distance 
This 


driving, 


too. that those who know 


you can cover on good highways. 


allows enough time for safe 
stretch rests, leisurely dining, visits. point 
of interest viewing. ete. 

Therefore, if you figure on 1.400 miles 
a week, vou soon see that vour tour has 


plenty of That's why it’s only 


scope. 


wise to have some kind of goal before 


you leave. if only to have a realistic 
turn-around point. 

Now your goal can simply be as vague 
as wanting to get off into the mountains. 
or being able to drive near the ocean. 
Some people. on the other hand. have 
very specific requirements ... a gourmet 
trip, an antique hunt, or a scheduled 
visit to a once-a-year Indian Corn Dance. 

All this groundwork should he laid 
at least a month before your actual vaca- 
tion starts. At this point. you can begin 


to plan and budget in more detail. 


Traveler’s Aid 

If you're really determined to be inde- 
pendent, you can now trot off to your 
local public library and work out a very 
fine trip for yourself. But in these days 
of specialization, why not relax and let 
the experts do the job. 

Of the 


pleasure and earnest duty it is to make 


many groups whose avowed 
your vacation car trip as effortless, eco- 
nomical, and enjoyable as possible, per- 
haps the AAA is the first that springs to 
mind. 

Though membership dues in this fine 


organization vary from place to place, 


they are consistently moderate—the un- 
derstatement of the year when you add 
up the many benefits received. From 
emergency road service to bail bond pro- 
tection, the spirit of AAA is felt wher- 
ever the roads go. And not the least of 
these membership privileges is the com- 
plete travel service at your disposal. 

The AAA travel specialty, their “Trip- 
tik,” is a highly detailed booklet tailored 
to fit your individual trip. Its strip maps 
give you day-to-day guidance, describe 
points of interest along the way, indicate 
up-to-the-minute road conditions. With 
this you get a Tour Book for the area 
in which you plan to travel. The Tour 
Book, practically invaluable for first-time 
trips, describes accommodations in your 
travel area that meet the very high AAA 
standards for quality and cleanliness. A 
visit to your local AAA chapter will fur- 
nish you with your “Triptik” on the 
spot, as well as intelligent and informed 
answers to any questions you may have. 
If you write for your “Triptik,.” allow a 
week for a reply. 

Another top source of car travel lore 
and learning comes from the large oil 
companies, with national service station 
networks. Shell Oil is perhaps the best 
known because of the extent of its help 
and its well-known travel expert, Carol 
Lane. In addition, information is as close 
Shell 


station. He will provide you with a per- 


to you as your nearest dealer's 
sonalized map package, clearly marked 
for your trip. pertinent travel folders 
and booklets. a travel check list for sen- 
sible packing and home leaving (don't 
forget to stop the milk, ete.). a travel 
budget folder, and other practical and 
informative books. And it’s the most nat- 
ural place to find yourself for a complete 
and thorough pre-trip car check-up. 

Your dealer will send for all your trip 
information and have it ready for you 
in a handy hard-cover envelope in about 
one week's time all free of charge. 

Also, if you want more specific or de- 
tailed information on a particular local- 
ity, a city, a national park, a festival 
locale, nothing substitutes for the per- 
sonal letter. All Chambers of Commerce 
are delighted to comply with tourist re- 
quests. The Federal Department of the 
Interior has many excellent booklets on 
national parks, camping sites, and so 
forth. Many of these are available in the 
library, too. 


Car for hire 


Nice to know that as long as you have 
an up-to-date driver’s license, you can 
take a car trip. Ubiquitous firms like 

(Continued on page 62) 
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Summer scoop the 
Skimmer by Ship 'n Shore 
In cotton with a tapestry 
look, Blue, pink, beige 


yellow each color with 





its own embroidered motif 


Sizes 28-36. $3.98 











EASTERN LONG TStAND ... 
for those who love swimming, sailing, 


sunning. Guest houses, motels, inns 
golore(rates.start at $3 per night). 
The atmosphere, casual, with week- 
ends devoted to parties, parties, 
parties. One point of contact: 


Westhampton's Howell House where every- 


body gathers on Friday night. Needed: 
bathing suits, shorts, blouses, pretty 
patio-type cottons for evening. 








For shorts and slacks or, 
casually, with a slim 

skirt — a sleeveless blouse 
in a bandanna print. Red, 
blue, black, or green — 

all with white. Sizes 
30-38. $2.98. By 


Ship ‘n Shore. 

Easy living with a dress of “Zefran’’ 
acrylic fiber and cotton, It washes 
like a dream, needs only touch-up 
ironing. Bonbon colors: yellow, 
mint, pink, blue. Sizes 5-15. About 
$35. By Jr. Flair for Sportiane. 
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The cool, cool look in @ sleeveléss 
dress of ‘‘Zefran" acfylic fiber and 
cotton. Tucking and lace add a 
most feminine towch. Pink, blue, 
yellow, mint. Sizes 5-15_About 
$35. By Jr. FlairtorSportione: 


PUERTO RICO... 

island of just about perfect 
climate, To -doveverything from 
sightseeing and shopping to 
lazying on the beach, At night, 
native music and entertainment. 
Musts: $90 for the round trip 

air fare and some pretty, gey- 
colored dresses. Not neces$pry: 
passport or visa, 




















ABOVE: Arriving in style 
— crisp, brightly colored 
shirt dresses. Left: the 
butten-fronter in “Dacron” 
polyester fiber and cotton. 
Right: the tucked fronter 
in drip-dry cotton broad- 
cloth, $10.98 and $8.98. 
By Macshore Classics. 
RIGHT: For sightseeing in 
tropical climes — o@ sleeve- 
less blouse in striped 
cotton broadcloth. To wear 
tucked in or out. Drip- 

dty, of course. $2.98. 
A'Macshare Classic. 


ARUBA... 

in the Netherlands Antilles 
combines tropical beauty, 
Dutch charm. By day — sailing, 
swimming, sightseeing, and 
shopping. (Oranjestad, the capital, 
is a free port.) At night — 
dining, dancing, visits to the 
casino. Newes? hotel, the 
Aruba Caribbean, $19 per day. 
Get there via KLM or Trans 
Caribbean Airways ($131, RT 
fare from New York on TCA). 
Needs: shorts for the beach, 


cotton dresses for town, 











All 
Chat Glitters... 


lucky that all that 
sold? If the 


solid 


@ ARENT WI glit- 


only buvable 


cold 


Me oy gems, we'd be in a pretty lack. 


ters isn't 


hangles were of and real 


luster state—limited by average budgets 
to precious little in jewelry accessories 
the 


beauty aids ever invented. 


and minus one of most versatile 


Costume jewelry is not only a dress 
accessory and a wardrobe spark plug. as 
its name implies: it is also a “cosmetic” 
that can be as flattering to your particu- 
as the right 
of skirt. 
Pearls. 


flattering to delicate 


lar type of face and figure 
shade of powder or shape 

The Cosmetic Approach. par- 
ticularly features, 
make any skin look smoother. White and 
turquoise jewelry brighten sallow com- 


plexions. and rose quartz is a pretty 


bibs of 


a ood complexion and 


corrective for paleness. Short 


beads highlight 


widen the long. narrow face. The round- 


faced girl looks best in a longer neck- 


lace of irregular geometric shapes. 

Both gold and_= silver dramatize a 
summer tan or a basically olive skin and 
in addition have specific qualities of 
their own. Silver. for example, echoes 
the tones of silver-blonde or grey hair; 
gold is a subtle emphasis for burnished 
and 


blondes and redheads. Both metals 


copper too—add a luminous quality to 
every skin tone. 
Unless your face is a_ perfect oval, 


its usually a good idea to avoid earrings 


that echo its shape in general. Stay 
away from button earrings if you have a 
round face or elongated teardrops if you 
have a narrow one. Large features? De- 
emphasize them with big convex or con- 
cave ear buttons that will put intriguing 
shadows in your cheeks. A single strand 
or rope of big beads or a handsome pin 


or locket worn at the base of the throat 
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Fashioned scientifically to help 


You attain the ultimate in Your Appearance and 
appropriate manner of dress as required by your 
profession or personal way of living. 
A Proven World Wide Service 
accepted by thousands — 


a SERVICE 
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last your LIFETIME* 


guaranteed 
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will emphasize the gracefulness of a long 
neck without caricaturing its length. 

Figure as well as face can be enhanced 
by the right jewelry. Are you tall? Wear 
many-strand necklaces, big bold pins on 
the lapel or high-rising Empire waist. 
If you're petite. point up your fragility 
with delicate strands of pearls or small 
beads. One of the most subtle and fem- 
inine touches of all is a delicate gold or 
silver chain. 

Tall and slender? Big, “chunky” jew- 
elry may make you look too linear by 
contrast. Instead. wear delicate jewelry 
but more of it than your shorter sister. 
If you're plump, stay away from tiny 
seed pearls, miniature earrings. and other 
fragile effects: wear large jewelry, but 
not too much of it. 

Whatever your face and figure type. 
there’s one cardinal rule: your jewelry 
should always give an impression of fem- 
ininity. Too much of it, in either quan- 
tity or bulkiness, makes any woman look 
Take 
“jangle with bangles.” 

Hou 
people are puzzled by the variation in 
prices. What makes a $50 necklace more 


weighted down. care you don't 


to Buy Costume Jewelry. Many 


expensive than its 50-cent counterpart? 

Experts in jewelry metals at American 
Smelting and Refining Company explain 
that the differences lie in the intricacy 
of the design. the solidity of construc- 
tion, and the care taken in the finishing. 
Better grades of jewelry are usually 
coated in gold, silver, or platinum. Like 
solid gold jewelry, they are assembled 
and polished by hand, and special care 
is taken to provide durable hinges and 
clasps. Stones are not only secured in 
place by special jeweler’s cement. they 
are also secured by prongs. 

In contrast, very inexpensive costume 
jewelry—in the $1 or $2 range—may be 
made of alloys which have been colored 
to resemble costlier finishes. They are 
usually machine polished and soldered 
or strung together with less durable ma- 
terials. Hinges and clasps are very 
simple, and stones are cut simply and 
pasted into their metal frame or setting. 

Whatever your price range, an exciting 


and significant story lies behind every 


piece of costume jewelry. Companies 
have spent literally hundreds of thou- 
sands of dollars to develop spec ial jew- 
elry metals and to perfect the highly 
specialized die casting techniques which 
can reproduce an intricate design so per- 
fectly that it looks hand wrought. Actu- 
ally, your modestly priced gold and silver 
earrings or your brooch and_ bracelets 
studded with fake stones truly represent 
a fortune. 
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So you think metered mail 
is only for big business? 


“Tain't so. This little postage meter 
is a big help, even in this me-and-the- 
boss outfit. Always has the stamp we 
want, for letters or packages. Printing 
postage is quicker and slicker than 
sticking old-fashioned stamps, And 1 
don't have to baby-sit with a stamp 


box, or lick envelope flaps any more.” 


You don't have to be a big mailer to 
use a postage meter. No minimum mail 
volume is required. One third of the users 
of the DM, the small desk model meter, 
average less than $1 a day for postage. 

A postage meter prints postage as you 


need it for any class of mail-—directly on 


PITNEY-BOWES 
Postage Meter 


PB 


the envelope, or on special gummed tape 
for parcel post. Prints your own small ad 
at the same time, if you want one. Seals 
envelopes, too. Makes mailing fast, easy. 

Che postoffice sets your meter for as 
much postage as you want to buy at one 
time. Postage in the meter is protected 
from loss, damage or misuse; and is 


automatically accounted for. 








Metered mail also needs less handling 


make The DM, desk 


Ite 
often model postage 


time in the postoffice, can 


earlier trains and planes meter for the 


Phere’s a meter model, electric or “4% “4"e 


hand, for every office. Ask the nearest 


Pitney-Bowes office for a demonstration. 


Or send for free illustrated booklet. 


FREE: Handy desk or wall chart : ae 
of new postal rates, with parcel rouR ” FF 
post map and zone finder PiITNEY-Bowes, IN«¢ —. } 


7879 Pacitic Street 
Stamford, Conn. 


Se nd ree booklet Postal Rate Chart to: 


Made by the leading manufacturer of mailing machines 


cities. In Canada: Pitney-Bowes of 


Dept. 379, 909 Yonge 


Offices in ] 
Canada, Ltd 


Street, Toronto. 


Name 


iddress 
































The new IBM Electric: 
Not to be chosen for beauty alone 


We must admit that we purposely styled the new IBM 
Electric to appeal to your sense of beauty. But there’s 
more. For here is beauty combined with precise 
function. Here is a typewriter that offers new freedom 
from typing tedium and fatigue ... anew measure of 


operating satisfaction. 
SMOOTHER CARRIAGE STOPS 


Among its many new features, for example, one of the 
most important is the “Decelerator.” A totally new 
idea developed by IBM engineers, this unique inven- 
tion ends the constant crash of carriage stops, con- 


siderably reduces over-all typing station noise. 


Then there is the amazingly responsive “Buoyant Key- 
board.” This exclusive feature lets you adjust key 
response to satisfy your individual “‘touch.” The key- 
board itself is the essence of simplicity, and no un- 


necessary gadgets intrude on your finger action. 
BETTER ORIGINALS, BETTER COPIES 


What about the quality of the typing? You'll find it 
sharp and uniform, an example of typing perfection. 
Turning out flawless typing, however, demands more 
than just perfectly functioning mechanisms. Ribbons 
and carbon papers, too, must be of superior quality. 
That is why IBM ribbons and carbon papers are 
manufactured with as much concern for quality as is 
shown in the making of the IBM Electric itself. They 
offer a consistency of reproduction to give you orig- 


inals and copies ol unsurpassed excellence. 


Service, tow, is an important part of the IBM Electric 
story. Courteous IBM Customer Engineers are thor- 
oughly trained in every function of this precision 
instrument. [They will keep your IBM Electric working 


at its very best lor years 


Our local representative will be happy to arrange a 
demonstration of the IBM Electric in your own office. 
We think you'll find the prospect of working with it 
deeply satisfying. And your boss will be impressed 


with the results. 


THE IBM ELECTRIC 


Its beauty is just a bonus 
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The last of the 


long-necked 


DUST 
FLICKERS 


¥ farewell to old 
fuss-and-feathers—he’ll soon 
be as extinct as the Dodo. For 


now there’s a better way to dust. 


Cleaner, quicker, healthier. 


It’s new “Scotcn”’ BRAND 
Dusting Fabric, the duster that 


won't scatter dust around! 


This soft, scratch-free fabric 
catches up dust and holds 

it in thousands of tiny trap-like 
pores. Leaves no lint, 


no oily film. 


Thrifty 30 yard roll gives you 60 
generous dusters. Ask the boss 

to order ‘“‘Scorcu”’ BRAND Dusting 
Fabric today from your 
“Scotcn” Branp Tape supplier. 
Try it—and you'll never dust 


the old-fashioned way again! 
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BY RALEIGH SANDERSON 





traveling secretary 


NI" ruaT May is here and June, July. 
| 


and August are about to march in 
across your desk 
dust off 
America First.” Why not 


reconsider the possibilities of a coast- 


tantalizing succession 
calendar. why not your old 
dream of “See 
to-coast jaunt. courtesy of your trusty 
shorthand. If vow re the kind of girl for 
whom two weeks with pay are only ap- 
petizers to the exciting world of travel. 
make up your mind now that next year 


will be 


prepared to pack up your hat box and 


different. Next vear vou ll be 


overnighter and be on your way across 
the countrv—armed with vour secretarial 
experience, a map or two, and a definite 
plan of action. 

country. via 


Obviously, seeing the 


Gregg is not something you can decide 
to do on the spur of the moment nor 
can it be done during a regular vacation. 
It will mean asking for a long leave of 
absence or resigning from your present 
position. Perhaps you will want to enlist 
the moral support and companionship of 


take off 


\ hatever your choice. you will find your 


a friend, rather than alone. 
shorthand an open sesame to good jobs 


in every city across the country. 


Planning Your Campaign 


Here are some suggestions for organ- 
zing and conducting your Traveling See- 
retary Campaign. 

l. List your main objectives. If you 
ve in Los Angeles, San Francisco, ot 
Seattle and want to arrive ultimately in 


t Big City, you can choose a south- 


estern, northern. or mid-continental 


te for your stopovers. The easterners 
reverse the process. 


1960 


2. Get an atlas and study it closely. 
You ll be 


tion of the location and relationship of 


amazed at your hazy concep- 


\rizona 
Atlanta, 
.. Fort Lauderdale. Florida... 


Idaho Wichita. Kansas 


Rouge. Louisiana 


such cities as Phoenix. 


Bakersfield. 


Georgia . 


California 


Boise. 


Baton Bangor. 


Maine . . . St. Louis. Missouri 
Billings. Montana... Lincoln. Nebraska 
Albuquerque. New Mexico 


York Grand Forks. 
.. Zanesville. Ohio 
. Harrisburg. Pennsyl- 
Nashville. 
\ustin. Texas Salt Lake City. Utah 
Roanoke. Virginia 


Wyoming... 


Syracuse. New 
North Dakota 
Salem, Oregon 
vania lennessee 
Chevenne. 
to sav nothing of Honolulu. 
Alaska. \ lew 


hours of concentration over the vast ex- 


Hawaii, and Anchorage. 
panse of the United States will give you 
a brand-new perspective—-and whet your 
traveling appetite. 

3. Invest in the Sunday papers from 
the large cities you want to visit. Study 
the classified advertisements and size up 
the job situation. Don’t make the mistake 
of thinking. 


tarial vacancies are 


however. that all the secre- 
advertised in’ the 
papers. Many companies deal entirely 
with personnel agencies, and many more 
are in a chronic state of siege and would 
welcome inquiries at their own person- 
nel oflices. Be sure you study the regular 
advertisments. since these. too, will give 
you a picture of business in the com- 
munity. 

1. Check to see if any 


Manpower, Inc., the 


temporary 
Kelly 


are listed. There are 


agene ies 
Girl Service, ete., 
many such personnel agencies specializ- 


ing in temporary secretarial work. Write 


to them for information about their re- 
gional offices. 

>. If you have relatives in other cities, 
ask their advice about a place to live. 
and the names of agencies or firms that 
might be helpful in 


your campaign. 


Generally. a residence hall or hotel for 
women is a good place to stay while you 
get acquainted with the city. 

6. Consult your clergyman or rabbi for 
the name of a counterpart in each of the 
cities you plan to visit. Write to those 
recommended, explaining your plan and 
asking if you may use them as ref- 
erences in your job-hunting campaign. 
Be sure to send a copy of your résumé 
and the names of all agencies, firms, or 
individuals to whom you plan to write. 
Prospective employers will count such 
references in your favor. especially when 
they know you are looking only for tem- 
porary work. 

7. If you graduated from a_ business 
school that has branches located in dif 
ferent cities. check with them for help 
in locating a position. Even if your alma 
mater does not have a branch in the city 
you are visiting, consult the placement 
director to see if he can suggest a good 
business school for you to contact on 
your arrival. 

8 Write to the local chapter of the 
National Office Management Association, 
the American Management Association, 
or—if you have worked in a specialized 


field 


tives in that line. Your local library can 


the association representing execu- 


help you find these addresses. 

9. Try the Rotary, Kiwanis, or Lions, 
too—businessmen all, and generally sym- 
needs ol 


pathetic to the interests and 


young people. (Continued on page 64 
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WORTH NOTING FOR YOUR BEAUTY SHELF 


a ms 


15. 


The lovely scent of lilacs. caught in Lenthéric’s Red Lilac Mist. To spray on lavishly. 
Golden in color. redolent of oranges and lemons, Bain D’Or Bubbling Bath Oil by Lenthéric. 
fn aura of fragrance—with Trapeze Eau de Cologne Concentree by Corday. 

Tubed for practicality, its purpose, soft skin—rosy Hand Cream by Charles of the Ritz. 

Eves alive with color—thanks to Maybelline’s exciting new Iridescent Fluid Eye Liner. 

To prevent deodorant immunity—Stopette’s Roll-ons in Pink Lotion and Blue Liquid. 
Smooth all over—you after a bath with Sardo,. the balm that soothes away all that dry skin. 
On the prettiest lips—Desert Sun, a wear-with-everything color from Germaine Monteil. 
Pretty Feet for—your pretty feet. Softens, soothes, imparts that floating-on-air feeling. 
Herbessence by Helena Rubinstein to refine, clarify, and cleanse the skin. The result: beauty. 
The fragrance of the season in velvety dusting powder—Spring Fancy by Prince Matchabelli. 
Tender, haunting Muguet perfume by Guerlain. Springtime captured in a bottle. 

Cotton balls—absorbent, sterile, with a hundred uses. O-Tips packs them in a hamper-box. 


Relaxes, refreshes, cleanses, deodorizes—vitamin-enriched Vita-Bath for tub and shower. 


For sensitive young skins, Bonne Belle’s Medicated Make-up that heals as it conceals. 
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“Ts there a comma there?” 


FPUNCTUATE 





| ell no. offered Vorma. “hut the 
author obviously meant to use one... - 
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How fast ad shorth 1? You can probably speed through this page 
hand M i plified. Th terial is counted in groups of twenty» 
42, 





“standard” words each, so that you can estimate ye 
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*things 


+, which is based on Chapters One thro 


ugh Eight of the Gregg Short- 
our reading speed. 
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TAKE [IT 


THE DEMAND for male secretaries 

and reporters is greater than it has 
ever been,” a teacher who is also a busi- 
ness executive recently told us. “That is 
why I am conducting evening classes for 
men and women who are anxious to ac- 
quire greater shorthand speed—and why 
80 per cent of the students are men.” 

What a wonderful opportunity for am- 
bitious pupils, women as well as men. 
These reporting jobs can and do pay 
from $8.000 to $15,000 or more a year, 
plus transcription fees. And equally en- 
couraging for students is the news that 
there are not enough capable shorthand 
writers to meet the demand. 


What 


There are many kinds of reporting jobs, 


exactly does a reporter do? 
but the position of court reporter and 


those secretarial jobs requiring repor- 
torial speed are probably of most in- 
terest to you. 

The court reporter does just that—he 
or she takes down all the transactions in 
the courtroom, during trials, sentencing, 
and se on. As words come from all di- 
rections and travel at a rapid pace, the 
reporter is generally required to have a 


speed of 200 or more words a minute. 


Vay. 1960 









































TO COURT 


by Florence Elaine Ulrich, Director, Gregg Awards Dept. 


(Suitable evidence of the student's re- 
porting skill is the Diamond Medal. This 
award is available to applicants who suc- 
cessfully complete the official 200 words- 
a-minute test offered by this department.) 

Of course, not everyone has the talent 
become a 


or perseverance to reporter. 


Some are emotionally unsuited to the 
work. But if a young person does possess 
the necessary attributes, he or she would 
be smart to develop them. 

How should one perfect this potential? 
First of all. set a goal of from 140 to 160 
words a minute and organize a program 
for study and practice that will help you 
attain it. As you master these speeds, 
increase your goal— have 
reached the 200 
While doing this, 


study of new 


until you 
words-a-minute level. 
buckle down to the 
words, their spelling and 
meaning. Preparing for a_ professional 
career of this sort necessitates acquiring 
as much knowledge about as many things 
as you can. The easiest way to do this— 
by reading. 

If shorthand writing comes easily to 
you but you are not interested in court 
reporting, you can still improve your sec- 


retarial status. There are interesting and 


exceptional opportunities awaiting the 
secretary with reportorial speed skills. 

What are the requirements for this 
type of work? The ability to take dic- 
tation at 140 or 160 words a minute, to 
transcribe it rapidly and accurately, and 
a typing speed of 80 words a minute 
would be a good start. Such skills are in- 
valuable for taking the minutes at board 
meetings and conferences, reporting local 
and long-distance phone conversations, 
taking down instructions from a custo- 
mer for faster implementation of an 
order, to mention but a few. These steno- 
graphic skills are unusual enough in 
most offices to bring immediate recog- 
nition to the young man or woman who 
has them. The logical result—rapid ad- 
vancement to a better-paying position. 

It is interesting to note that the sal- 
aries earned by court reporters and 
secretaries with equivalent speed skills 
measure up to the salaries earned by 
graduates of other college courses—en- 
gineers, journalists, and workers in other 
specialized fields. 

However, we do not mean to paint an 
overly optimistic picture of these Oppo! 


tunities. True, the positions are avail- 

















able. But just as much of a reality is the 
work that vou must do if you hope to 
obtain one. Only through dedicated prac- 
tice can you turn the “possible” into the 
“probable.” 

On the other hand, the development 
of such shorthand speed is feasible if 
vou will practice regularly and diligent- 
ly. Just set a time each day for speed 
exercises and don't let anything else in- 


terfere with these drills. The more you 


apply vourself. the faster vou will reach 


your goal—and that nice big pay check. 


The shorthand and typing tests of- 
fered by this department will help you 
focus attention on that final goal. and 


thus make the road to speed skills seem 


less arduous. They can also inspire 


friendly competition among classmates 
and co-workers, adding challenge—and 
compensation—to your efforts. 


Nor must vour progress while striving 





a reporters skills go unrewarded. 


Submit 


for 


your various shorthand speed 
writings and the typing tests to us for 
certificates and pins. A prize or two 
earned each month will offer just the en- 
couragement you need to continue your 
toiling. Hundreds of thousands of stu- 
dents are discovering this each year. 
Recognition may be just a few short- 
hand words away. Build your speed, and 


vou build vour future. 





JUNIOR 
OGA 


(Order of Gregg Artists) 
This material is “loaded” with 

easy joinings and with fluent blends 
Practice this test as many times 

as vou like. trying to get a 

light. smooth. fluent copy that shows 
vour best shorthand penmanship. 


You may copy line for line o1 
in narrower columns: 
blank or ruled paper. Shorthand 

notebook paper is fine. 


you may ts¢ 
either 


Your writing may earn you a 
Junior OG A certificate or pin. 
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SENIOR 
OGA 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize cood proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material. 

* you will get the 

Senior O G A certificate or pin, 
thereby becoming 


a full-fledged member of 
the Order of Gregg Artists. 
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JOB-HUNTING HINTS 


The application form for a job is your card of introduction. 
That is why it is important to fill it out as completely and 
neatly as possible. An incomplete, sloppy application may 
convey the same impression of you. 

Your appearance at an interview should be a well-groomed 
and well-co-ordinated one. Simplicity is the keynote for cloth- 
ing and hairstyle. It may be just the factor to “tip the scales” 
in your favor. 

When job hunting, plan to spend sufficient time at each 
interview. If you are requested to wait, read a magazine or 
give some thought to questions you might ask about the job 
or firm. It may spoil your chances if you display annoyance 
or impatience when requested to wait. 

At the interview, avoid talking too much or too little. The 
interviewer is interested in learning the pertinent facts re- 
garding your qualifications for the position. Merely answer- 
ing “‘yes” or “no” reveals nothing. On the other hand, an- 











swers filled with gossip and complaints are ruinous. It may 
show that you spend much of your day in idle talk. 
PROGRAM 
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JUNIOR 
OAT 


(Order of Artistic Typists) 


Arrange this article as attractively 
as you can on a sheet of plain 
white paper. 


To qualify for an award, your 

work must be (1) neat and clear, 

(2) without strikeovers or typographical 
errors, (3) correctly spelled and 
punctuated, and (4) well placed. 


Leave a blank space between paragraphs 
even in single-space material 





rO GET YOUR AWARD 


Mail yvour work to the Gregg Awards 
Department (16th Floor, 330 West 
12 Street, New York 36. New York). 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award. ¢ Be sure your name 
and address appear on your paper. 
°e Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. ¢ Test ap- 
plications received without fees are 
held thirty days only. ¢ Each Compe- 
tent Typist Test must be certified by 
the timer. The certification should 
read as follows: “I hereby certify that 
I timed this test for exactly ten min- 
utes and that it was written in ae- 
cordance with the rules.” ¢ May copy 
is good as membership tests for OAT, 
CT (page 46). and OGA awards until 
June 25, 1960. 








SENIOR 
OAT 


To qualify for the Senior OAT Award, 
candidates must submit a corrected 
copy ol the program which 

appears alongside. 


Watch placement and spacing, 
and be sure that you make all 
the corrections indicated. 


When you have typed a copy that 
is your best, send it to us 


for an award. 
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When a young man told his friends 
he was going to sell his sportscar, they 
were amazed that he could do such a 
thing. They reminded him how proud 
he had been the afternoon he had 
driven home with his new auto and 
taken them all for a ride. What fun the 
crowd had had during the past two 
years. 

They did not realize that their friend 
was suffering from a disease very com- 
mon among drivers. He had found that 
people were taking advantage of him. 
It would be interesting to see just how 
many friends he would have when he 
no longer had a car. 

Most drivers do not mind offering a 
ride to their friends and will be happy 
to drive them almost anywhere, either 
to shop or to visit other friends. But 
some people do not know how to be a 
passenger and so spoil a good thing for 
themselves. For instance, a young girl 
will ask her girl friend who owns an 
auto to take her shopping, and the 
friend will do so. However, when she 
makes a habit of asking her friend to 
chauffeur her around every week, the 
owner of the car will soon become 
annoyed. 

Then there are other people who 
have no idea of the many details in- 
volved in driving. A driver must watch 
the traffic in front and behind him, in 
addition to following traffic signs and 
signals and avoiding pedestrians who 
might be crossing against a light. The 
passengers will sit and chat loudly, 
ignoring the pleas of the driver to help 
him watch for road signs. For some 
reason they usually are the first ones to 
complain when the harassed driver 
makes a wrong turn. 


46 


Words 


300 
304 


Words 


One passenger that no one ap- 
preciates is the notorious back-seat 
driver who is too helpful. This person 
gives all sorts of directions and instruc- 
tions and confuses the driver com- 
pletely. He waits until the auto reaches 
a crossroad and suddenly insists on 
making a left turn, all the while cau- 
tioning to the driver to watch out for 
the dog crossing the road, to slow down, 
and to close the front window. It is 
very doubtful whether he will be in- 
vited for a second driving trip. 

Children can be either excellent pas- 
sengers or very annoying ones, depend- 
ing upon their training. Nothing is 
more distracting than driving along and 
having a child suddenly hit you over 
the head with a stuffed toy. If the chil- 
dren jump up and down in their seats, 
the driver cannot help but worry what 
will happen if he has to make a sudden 
stop. So instead of watching the road 
as carefully as necessary, he must turn 
constantly and scold the noisy children. 

There are many other types of pas- 
sengers—the chatterboxes who annoy 
the driver with their loud talking; the 
quiet ones who let a person drive for 
hours without keeping him company 
with conversation; the impatient ones 
who urge the driver to pass the red 
light; and others who simply take ad- 
vantage of the goodness of friends who 
own automobiles and too often ask to 
be taken some place. 

There is one type of passenger that 
any driver would be delighted to have 
in his auto, even on the longest trip. 
He offers to watch for road signs, to 
take his turn at the wheel. In short, 
he knows about passenger etiquette. 


310 
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578 
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(If necessary, repeat from the beginning to complete a ten-minute test.) 


Written especially for Gregg Awards candidates by Pamela Thorp 
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TRANSCRIBING SPEED PRACTICE 





e as the C.T. Test across the page, and it is provided so that you can test and co npare your speeds of typing from print 
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TRANSCRIPTION CORNER 


In Letter No. 1 you should find 10 errors. In 
Letter No. 2, without altering the wording to any 
great degree, correct it so that it will read better. 
The answers to Letter No. 1 and our version of 
Letter No. 2 are on page 63. 


Dear Mr. Treat: 

Our company is engaged in long dis- 
tance moving of household goods and office 
furniture. We are a well-known organiza- 
tion operation under a licence issued by 
the Inter-State Commerce Comission. 


At the present time, we are looking 
for an organization in your city to act as 
our agent and feel that your company could 
profit by such an arrangement. How would 
you profit in this capacity? You would 
recieve a commission of 20 percent on each 
Shipment that you would handle. We would 
also allow you the full fee for packing 
and unpacking. You would also have the 
asistance of our entire organization in 
taking care of orders that orignate in 
your city. Then, too you would benefit by 
our advertising that appears in several 
national magazines. 


If your company is in a position to 
accept our offer, please let us know as 
soon as possible. 


Yours truly; 


ooo 


Dear Miss Smith: 


Thank you for your interest you have 
shown in the announcement about the new 
Sargent Stapler that I sent you that is 
turning out to be a big number in it's 
class. In fact, the aceptance of this new 
item has greatly exceeded the manufacture's 
prediction. 


I am enclosing you a large glossy 
photograph that you request. I hope will 
meet with your approval for publication. 
So that you can examine this new product 
for yourself, via parcel post a sample 
will be sent you. 


Again, let me express my appreciation 
for the interest you have shown in the new 
Sargent Stapler. 


. 


Very truly yours; 


50 


| 
} 
| 
| 








GLOSSARY AND VOCABULARY BOOSTER 
PUNCTUATE THE POSITIVE--page 40 


roommate! 
illusion 
mannish 
punctuation 
capital? 
sarcastic 
composure 
legitimate 
resignation 
curiosity 


involuntarily 


-page 49 


Way tid 


TRANQUILIZED VACATIONS- 


ordinary 
fantastic 
strenuous 
poisoning 
entanglements 
afghan 
conscientiously? 
companions 


souvenirs 


anid) 


tranquil 


ADVANCED BOSS-WATCHING--page 51 


“op characterized 
Z inexperienced 
i unimportant 
Cel plaintive 
unintelligible 
Tn extinct 


TROOMMATE 
(but it 


2CAPITAL (meaning): a larger initial 
letter. Also means: of major impor- 
tance; money invested; seat of govern= 
ment of a state or country. (Do not 
confuse with CAPITOL, which is a gov- 


ernment building. ) 


3CONSCIENTIOUSLY (spelling): 
graciously, religiously 


pelling): teammate, playmate 
second mate, chief mate) 


( 


c 
Ss 
s 


cautiously, 
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PUNCTUATE THE POSITIVE 


(Continued from page 41 





TRANQUILIZED VACATIONS 


(Continued from page 49) 
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REPORT ON GOOD BUY 


Continued from page 21) 





a thorough workout every day as 

takes facts and 

vures. covers meetings and conferences. 
letters, 


ceive 
she jots down messages. 
composes memos, and reports. | 


till use mv shorthand every dav. even 


though | seldom take dictation. 





: “Typing? It must be excellent. and 
weuracy is vital since errors in the pur- 
hasing department can be costly beyond 
neasure. The secretary works with figures 


stantly, and she must proofread and 


ouble check as automatically as she 
} breathes. 
“Filing plavs a big part in her job, 
She is often responsible lor cor- 
spondence. order. catalog. and inven- 
or stock files. Each requires a differ- 
} 


set-up and must be constantly up to 


“In manv smaller offices. the secretary 


ith hookkeeping. 


oo. since she may be expected to handle 


iht to be familiar 


important job.” 


} } 
9 She must know her way around. 


“| mean this quite literally.” Helen 
1d. ~The secretary otten doubles as a 
ravel agent. She must know how to ob- 


" the fastest accommodations (depend. 


x on the season and the weather). the 


economical (in time and ease of 
nnections rather than mere money). 
d the most efficient (in stopovers. 
utes. and order of calls). She must 


inticipate alternate routes in the event of 
id weather and obtain substitute reser- 
itions if necessary. She must remember 
ne zones and date lines and be familiar 
vith foreign currency. She must be a tact- 
ful, persuasive. and sometimes insistent 
intermediary with hotel and motel reser- 
clerks. 


her 


vation She mav seldom accom- 


pany boss. but she will feel like an 
experienced world traveler.” 

10. She must be loyal to her boss and 
he} company. 


| don’t think we have to belabor this 


point. No matter whom vou work for. 
t vour salary is. or how hard and long 
0 labor as long as vou work for a 


ind a company you owe them your 
ovalty. Punctuality, willingness to put in 
time when it’s necessary (no. I don't 


with being a door mat on this score, 


ind its your own fault if you are), re- 
lus to take part in office feuds and 
gossip, discussing your problems frankly 
vith your boss rather than complaining 


hind his back, trying to anticipate his 


let assuming all the responsibility 
you are capable of handling, being en- 
thusiastic, co-operative, and attractive to 
n round—all these are ways in which 
V 0 


we show our loyalty. And don’t think the 
voss doesn’t know when it isn’t there.” 


What. asked Helen. the 


advantages of working in the purchasing 


we are dis- 
department? 

“That's 
you like vour job 
Vil 


cereal 


a hard one to answer, when 
as much as I do. but 
For some girls. it might be a 
deal of work 


and contracts. If 


try. 
order 
like 


this phase of office work, steer clear of 


with figures. 


forms, you don't 


the purchasing department. 


“For others. it might be the pressure 


Phe 


to follow up with lactory or vendor con- 


and deadlines. secretary often has 


tacts. A delayed shipment can foul up 


thousands of dollars in orders. its a 


bit nerve-racking to contemplate. 


“Still others might object to the difh- 
cult technical terms and the predomi- 
nantly masculine atmosphere of many 
purchasing departments. 

~And, 
‘How do you like dealing with salesmen 
all day? 


hustlers, a rough-and-tumble crowd?” 


finally, people sometimes ask. 
(Aren't they terribly aggressive 


“They're hustlers, all right, and I ad- 
that, but 


crude, noisy, or unpleasantly aggressive, 


mire them for as for being 
1 would say that the majority certainly 
cant be classed as the typical ‘traveling 
salesmen’ of song and story.” 


Here Helen 


gave us a roguish grin. 
“You might even say that some of my 
best friends are salesmen—and that goes 
for my boss. too!” 





———— 
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ut Modern Times 
brought this 
welcome change 


and A.W.FABER 
GRASER STIK; 


ANAK 





The original grey eraser point 


—alwoys best for erasing 
This slim, trim white-polished beauty 
is shaped and sharpens like a pencil. 
With ERASERSTIK you ERASE WITHOUT 
A TRACE. You remove a single letter 
without smearing the rest of the 
word. Banishes “‘ghosts’’ and sloppy 
strikeovers. Many a girl has been ele- 
vated to a better job with more money 
because she had the good sense to 
use ERASERSTIK. Why not you? Sold 
at all good Stationers. With brush, 
20c. Today? 


A.W.Faber-Castel/ 


Pencil Co. Inc., Newark 3, N. J. 
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SAPHIR Hand Sharpener 


works like magic. Gives you 
the correct point on your 


ERASERSTIK—then stops 
sharpening. If you use one, 
you need the other. Ask your 
Stationer. 


AW.Faser &RASER 





Insist on the original and gen- 
uine ERASERSTIK by regis- 
tered trademark. Shaped like 
a pencil, it sharpens like a 
pencil to any style point you 
prefer—blunt, medium or 
slender. 


AW. Faber GRASERSTIK CA seevice) us. 7099 
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AVERY 


time savers 


for busy office workers! 


12) bas tol el=t-sats= 


FILE FOLDER LABELS , 


FASTEST TO USE 
NEATER APPEARANCE 
CLEANER, TOO 







Modern as today’s satellites, Avery File Folder Labels are 
applied in a flash! No messy, sticky moistening — just the 
touch of your finger. So simple — so fast! Easy to type on, 
too, in handy sheets with margin and center guides. 

@ 10 color codes and plain white . ... in sheets of 8 labels 


self-adhesive 


CORRECTION TAPE 


KEEPS HANDS CLEAN WHEN 
CORRECTING FLUID- 
DUPLICATOR MASTERS 


Your hands stay clean because you just press Avery 

Correction Tape over the error on the reverse side of the 
master. Then, type the correction with a light touch. Master 
stays in typewriter .. . no smudged hands or stained fingernails. 


@ Widths of tape, in rolls... 1/6”, 2/6”, 5/6”... in convenient dispenser 


“ToJbatstolel=t-shtae 


TABULABELS 


4 TIMES FASTER 
THAN OLD FASHIONED 
ADDRESSING METHODS 


Your mailing and addressing takes on new speed and ease 
with Avery Tabulabels! As fast as they are imprinted 

by your tabulator, they are electrically rewound into easily 
handled rolls. Then each label is automatically dispensed 
for instant application. You can use Avery Tabulabels as 
bin and shelf markers, product and carton identification, 
plus many other uses. 


@ Stock label sizes, in rolls... 3-1/2” x 5/16”, 4” x 1-7/16”, 5” x 15/16” 


AVERY LABEL COMPANY, DIV. 152 | 
117 Liberty St., New York 6 e 608 So. Dearborn St., | 























Chicago 5 « 1616 So. California Ave., Monrovia, | 

California « Offices in Other Principal Cities , 

Please send FREE samples of Avery Self-Adhesive: 

‘ , C) File Folder Labels C) Correction Tape ' 
ree samples are yours 

for the asking... =| C) tebetabets 

mail the coupon for | My Name ‘ 

yours today! \ a eee ee , 

Company —__ a 

then get your regular s . Address 

supply from your ' se . a ae 

Stationery dealer a Be scccineatiatinnen: 

! 














IF | WERE 
YOUNG AND SINGLE 


(Continued from page 23) 





vacation as well—one that’s not too 


expensive. 

Now what about Europe? Not for you? Too wild a 
dream? Perhaps it’s too late this year, but you can start 
thinking about next summer. It’s all yours . . . London. 
Paris, and Rome . . . two weeks, if you can save $400. 
And it wont be a hand-to-mouth trip either. About $60 
will take care of your down payment on air fare, farthest 
point. Rome, with stops in London and Paris included. 
and the trip home. You'll need about $50 for passport. 
shots, transportation to the airfield. and travel inci- 
dentals. You'll spend about $15 a day in Europe or $210 
all told? You'll have $80 left for shopping, fancy dining. 
or whatever. 

We suggest you have your reservations, both in the 
air and there, made for you by an organization like 
Thomas Cook. They'll see to it that you keep well within 
your budget, and they'll serve in Europe as almost a 
home away from home, should you need it. 

Here again, we urge you not to surround yourself with 
the same old gang. One tried and true friend is enough. 
Better still, go alone. 

Another vacation I always thought I'd enjoy would 
be the practice of some art—painting, music, the dance. 


Painting spots—Provincetown, Massachusetts, or La 
Jolla, California, for example—are well known. Places to 
make music or dance are a little more difficult to locate. 
I've found, however, that the “trade” magazines like 
“American Artist.” “The Arts.” 


“Musical America” are good sources for information of 


“Dance Magazine.” and 


this kind. A few letters sent about now will give you all 
the help you want in finding accommodations at the art 
center of your choice. 

There are lots more dream vacations, of course. | 
must have thought of them all at one time or another and 
so have most of my friends. Second guessing about flying 
lessons, jujitsu instructions, quiet dude ranching in the 
Morgan horse country of Vermont, and many more. 

There’s one thing though that none of us has had to 
second guess about. If you're depending on your vaca- 
tion to find you a husband, if you're concentrating all 
your good clothes, extra charm, and sheer determination 
on two weeks out of the year . . don’t. An informal sur- 
vey in a local playground amongst us mamas turned up 


. ' 
not one vacation-met husband! 
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ICI ON PARLE FRANCAIS 


(Continued from page 17) 





urging of relatives to come to the United States. We 
sailed on the S.S. Washington, the last American ship 
to leave France.” 

Andree began her career—‘I didn’t work in France” 

with the French Mission where she was the only 
woman coder. Then she switched to the Free French 
Delegation. At war’s end she was most anxious to see 
France. Easiest-—-and cheapest—way, a job overseas. 
The locale: England and a job with the British Gov- 
ernment. 

“I arrived in London, spent the week working, then 
on the weekend took the channel steamer to France. At 
my first sight of the French coast, | burst into tears.” 

Finally, the London-Paris routine began to pall. 
Andree wanted to come back to the States. Easier said 
than done. She haunted the office—no accommodations 
unless she wanted to fly back by way of Africa and 
South America. as a stand-by passenger all the way. 

Andree didn't want that. “I could just see myself 
being bumped off in Tangiers or the Amazon Valley 
and being stuck for weeks.” 

Next came the travel agencies. Again, the same story. 
Nothing available for months. 

In desperation, Andree made a final appeal to her 
boss. He answered with typical British understatement. 
“His Majesty's government was most anxious to get you 
here: His Majesty's government is most anxious to keep 
you here; His Majesty's government is not at all anxious 
to see you 20. 

Flattering. no doubt. but Andree was determined to 
head “statesward.” Two days before she was to leave 
on the Africa-South American flight (she succumbed in 
the end), she received word that she could sail on the 
Queen Elizabeth. 

“Five women, 10,000 returning Canadian soldiers,” 
she sighs reminiscently. 

Next step was the French Embassy, and the ensuing 
years have flown by. Perhaps it’s the electric atmos- 
phere. perhaps it's the feeling of doing something impor- 


tant. Whatever the reason, it applies to the other girls 
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Phone Index 
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hidden away under the phone. . 
\ instant reference! New Calidex* SLIDE-A 
wow VSEd 


IN WUMDREDS numbers plus top sheet for frequently 


lettering. A practical gift or ad item 
For those of you who wish to per- 
sonalize it yourself, request our 23- 
carat gold personalizing kit 


/T SAVES TIME! 


Attaches to base of phone in sec- 
onds. No tools needed. Quantity 


DANMAL INC. 
Dept. S, 185 North Avenue 
Plainfield, N. J. 


Approved for Use by Telephone Companies 





EVERY PHONE NUMBER you'll ever need is 
. ready for 


WAY phone index lists 324 names and 


OF BUSY called numbers. Clear plastic cover 
OFFICES AS A keeps listings fresh and new. Index 
QUIK REFERENCE N, sheets can be removed for additions 
PHONE INDEX or corrections. Personalized in gold 


prices on request. Send $1.00 postpaid 











iW) 1960 











high quality WEBSTER 
CARBON PAPERS 


With Webster MultiKopy in your typewriter 
carriage you get so many advantages. 


Exclusive, Uncoated Numbered Edge makes 
carbon handling easier and cleaner. It insures 
you neatly typed, even carbons every time. 


Stays Flat even in extreme temperatures. 
Each sheet is specially treated to insure 
smooth, flat, uniform handling ease. 


Weights and Finishes to fit individual needs. 
You'll get crisp, clean results whatever your 
typing requirements. 


And Webster offers you a variety of other 
high quality duplicating supplies: typewriter 
ribbons in cotton, nylon and silk for all type- 
writer makes; office machine ribbons for most 
types of adding, accounting, tabulating and 
addressing machines; carbon paper rolls, and 
spirit duplicating papers and master units. 


plus: hand cleansers, type cleaners, instrument 
oil, and duplicating fluid. 


At better office equipment dealers every- 
where — make it clear you want 


Webster 


MultiKopy Durametric Carbon Papers 
Always send a ‘‘Time-Saver’’ courtesy carbon copy 


F.S. Webster Company « 1/7 Amherst Street « Cambridge, Mass. 
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New York is 
Wonderful 


... especially when you live at 


the BARBIZON 


for women 


Make the most of your stay in New York 
City, whether you're working or going to school. 
At The Barbizon, you'll meet the nicest people— 
young career women, many of them your own 
classmates, more than likely. And you'll enjoy a 
radio in every room, TV if you like, solarium, 
library, music studios—even a swimming pool! 
Plan to make wonderful New York more so, at 
The Barbizon. 


Relax and enjoy the Barbizon swimming pool 
. or lounge on the roof-terrace where you 
overlook the world’s most enchanting skyline! 





On the Smart East Side . . . New York’s 
Most Exclusive Hotel for Young Women 
Daily from $4.75. Weekly rates on request 


The barbizou 


Lexington Ave. at 63rd St., New York City 
Write for Booklet E-5 
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as well as to Andree. Although working conditions are 
not the most ideal and salaries do not measure up to 
most business concerns, the staff works long, hard, and 
happily. Cultural relations seem to have a tonic effect. 

Andree lives with her mother in an apartment within 
walking distance of the Embassy. Within walking dis- 
tance on good days. she qualifies. On rainy days she 
takes a cab. 

Her home looks more like Paris than New York. 
Bright Oriental rugs on polished floors . .. antique fur- 
niture .. . shelves of French books . . . gleaming silver 

. original paintings—one a portrait of Mrs. Oriente: 

mostly done by friends of the family. 

Andree is an amateur photographer who produces just 
about professional results. “Id love to take a year off 
to study photography.” she says. “but that’s only in the 
dream stage at the moment.” 

Many of her pictures were taken in France where she 
spends her vacation every other year. Several weeks in 
Paris visiting friends, catching up on the news, glimps- 
ing changes ... then a week or two traveling through 
a favorite part of the country. 

Andree buys her suits in Paris. gets the rest of hei 
clothes in New York. “Until | came to the United 
States. | didn’t know shoes could be comfortable.” she 
laughs. 

Comfortable shoes, wearable clothing, people. theatres. 
excitement, even driving in New York—all these Andree 
likes about her adopted land. But she remains a citizen 
of France . . . “How else could you feel really at home 
in the Embassy ?” 


Now and for always the accent is French. 





(Continued from page 19 

4 woman who took pride in being friendly, especially 
to beginners in her company, felt rebuffed when one 
newcomer did not respond. The secretary gave Jane a 
friendly greeting whenever they passed each other, but 
never got a reply. One day, as she was leaving a room. 
Jane was coming in. She held the door open for her and 
greeted her, but Jane just stared coldly and sailed ahead. 
The secretary spouted off to a co-worker. “Who does 
Jane think she is—the queen of Sheba?” Her listener 
replied, “Jane's just quiet. | know, because we've been 
friends for years.” 

Equally embarrassing was a thoughtless remark made 
by another business girl. A salesman had sent an order 
of badly needed supplies to her by messenger. The next 
time she saw the salesman, she thanked him for the 
special service. “It was nice of you to rush my order.” 
she gushed, “but where did you get that messenger? He 
certainly is an odd ball.” Sadly, the supplier nodded. 
“That’s my son.” 

Even when no word is spoken, a tongue can cause a 
red face. One secretary had to deliver interoffice mail. 
Most people looked up and smiled when she made the 
rounds, but one man paid no attention to her. This sour- 
puss irked her. As she put mail on his desk one morn- 
ing, she gave in to a childish impulse and stuck out her 


tongue. Of course, that was the time he looked up. 
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BY SHIP 
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To Europe 

Sailing to Europe is a means to an 
end, although you'll want to make the 
most of the “means” while getting there. 

Your first decision: which of the many 
lines to choose. Destination is one de- 
ciding factor. The Greek, Italian, and 
\merican Export Lines service the Medi- 
terranean areas, while Cunard, United 
States. Holland-American, Swedish-Amer- 
ican, Norwegian-American and French 
Lines head for North and Central Euro- 
pean ports. 

Sull confused? Then pick the line that 
offers what you're looking for. Rich cui- 
sine and high living are specialties of 
French and Italian liners. Cunard ships 
offer conservative social life but excel- 
lent service, and Scandinavian and Dutch 
vessels, good food and dependability. 
\merican liners are typical of u 

Now you must choose between a two- 
or a three-class vessel. l nless you re a 
Rockefeller, youll shun first class (a 
minimum, one-way rate of $370): cabin 
class is for just-big-enough spenders (a 
minimum, one-way rate of $270): tourist. 
for those traveling on a shoestring (a 
minimum, one-way rate of $217). Thrift- 
season rates are somewhat lower. If you 
ean t afford first class. youd do well 
to investigate the smaller, two-class ves- 
sels. These ships accommodate a limited 
number of first-class passengers, but the 
majority are “tourists.” You'll save a 
lot of money—and have a lot more fun. 

You've picked your ship, but how 
about your cabin? Choose the highest 
possible deck—the lower the deck, the 
higher the seasick ratio—and ask for an 
outside cabin with porthole. Its also a 
sood idea to request second sitting at 
meals and a deck chair when booking 
passage. 

The biggest problem aboard—tipping. 
There are cabin stewards, deck stewards, 
dining stewards, wine stewards, night 
stewards—all expecting remuneration. 
How much will depend on the class 
you're traveling and the length of your 
trip, but make sure to check with Emily 
Post before sailing—especially if you're 
returning on the same ship! 

Baggage is another worry. It’s nice 
to dazzle your shipmates with a dif- 
ferent ensemble each day, but it’s not 
<0 nice lugging the ensuing suitcases 
throughout Europe. Limit your luggage 
to two bags—never more than you can 
carry. Nor is a big wardrobe a “must” 


on cruise ships—especially if you re 
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traveling cabin or tourist. Travelers do enjoy a houseboat vacation. There are 
not “dress” the first or last nights out boatels (firms that charter houseboats by 
or on Sundays, so concentrate on the the week or month) scattered throughout 
sensible with a few “mad” numbers for the country, waiting to help you plan a 
dress up. Remember, you're all in the trip—or just set you adrift. 
same boat! These boats range in length from 25 
A word of warning: don’t get so in- to 40 feet and come complete with beds, 
volved with ship plans that you overlook galleys, stove and icebox, sun deck—all 
your passport or vaccination. You won't the essentials. Most boatels do charge 
get into Europe without the former— a reasonable deposit against damage, but 
and without the latter you won't get back houseboats accommodating four rent from 
into the States! $125 to $175 a week: for six, from $150 


to $250. The only extras—gas and gro- 
By Houseboat 


ceries. 


If youre a Huck Finn at heart. you'll With you as captain and your family 








Where did the smudges, 
scuffs, and tears go? 





They went when Ezerase came in. 
This specially-processed paper is the modern 
answer to typing problems. Try it and 
see how quickly errors disappear 


with a flick of an ordinary pencil eraser. 


i 


Write for a sample packet of 


MILLERS FALLS 


“ZERASE 


BOND & ONION § 





25% CO 


MILLERS FALLS PAPER COMPANY «+ MILLERS FALLS. MASS. 
MANUFACTURER OF OLD DEERFIELD BOND, GIBRALTAR ONION SKIN, MILLERS FALLS BOND 
AND ONION SKIN, EZERASE BOND AND ONION SKIN, MILLERS FALLS OPAQUE PARCHMENT 
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Vow! 


FAST LOW COST 
ADDRESSING 
Envelopes, Circulars, 
Postcards, Etc. 

Faster than 7 Typists 


~“NO STENCILS 
NO RIBBONS 
, NO INK 






ONLY 


$99.50 





Automatic Drive’ 


moves envelopes into printing 


plus position automatically. 
federal exc, Prints from paper address slips 
prepared on your typewriter — or 
tax written with a ball point pen 
. Low initial cost— simple to install 


— low operating cost. 
Address card has ample area for 
keeping records. Use it for record 
information as well as address in- 
formation, if you wish 


FULLY WARRANTED 
For more information and dealer 
name write 


MASTER ADDRESSER COMPANY 


6500TS West Lake Street Minneapolis 26, Minn. 


Pad 


or friends as crew, you re all set to beat 
the trafle problem. Up a lazy river in 
Florida, exploring the St. Lawrence or 
Great Lakes—go wherever you want, 
whenever you want. 

The best wav to locate these boatels 
is by writing houseboat manufacturers. 
Among these: Moore Corporation, Lex- 
ington. Kentucky: River Queen House- 
boats. 6655 E. Dunes Highway, Gary, In- 
diana: Dreamboat Manufacturers Com- 
pany. Box 212. Guntersville, Alabama. 


J ' 
Bon voyage! 


BY PLANE 
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American, TWA. or United jetliner in 
New York and arrive in San Francisco 
six hours later—weather conditions per- 
mitting. Coming back is even quicker. 
Thanks to tailwinds, more jets make the 
trip in less than five hours. Ideal for 
breakfasting on the West Coast, dining 
in the East. 

Travel first-class or tourist, by jet or 
propeller plane. First-class passengers 
enjoy hot meals—from soup to nuts 
and are not as crowded. Tourist travelers. 
while hardly deprived, enjoy fewer com- 
forts—which is perfectly fair when you 


consider the fares. Round trip from New 


York to San Francisco via a tourist jet 
costs S250: by first-class, S387. If vou 
travel on a propeller plane, you'll pay 
$228 for tourist accommodations, $365 
to go first-class. 

\ boon for families . . . from noon 
Monday to noon Thursday the man of 
the house can take his spouse and off- 
spring (under twenty-one) for two-thirds 
the first-class fare. Pop pays the full 
price but doesn't he always? Children 
under twelve travel half fare any day of 
the week: babies under two go free 
when accompanied by a full-fare paying 
passenger. 

Coast to coast globe-trotters are per- 
mitted 40 pounds of luggage—an ample 
allotment if you'll pack sensibly. Cer- 
tain items may be carried on the plane 
without being weighed if they remain in 
your possession in the cabin, so keep 
heavy cameras and binoculars out of 
your bag. Put as many bulky items as 
you can in your pocketbook—make it a 
shoulder bag so you'll have both hands 
free—as you dont have to weigh that 
either. Other packing pointers: tuck 
stockings inside shoes, transfer cosmetics 
to plastic containers, and place night- 
wear on top so you don't have to dig 
through the works to uncover your bobby 
pins. 














“Over Sixty Years of Good Impressions” 


KEE OX; ™ 


Secretaries never die... 


They just stay young indefinitely* 
use Kee Lox Grip-N-Pull carbon paper. Ask any 
girl who is already using it (and note how fresh 
and vivacious she looks 
She’ll tell you what nice copies she gets, how clean 
they are. And she’ll be equally enthusiastic over 
Grip-N-Pull’s other features 
of last typing lines, automatic rotation, auto- 
matic alignment. 

You too can stay young indefinitely* by letting 
Grip-N-Pull carbon paper make your work easier 
and pleasanter. And your boss will be interested in 
knowing that Grip-N-Pull, with all its advantages 
and long wear, still costs no more than regular 
carbon paper which does not have the exclusive 
patented features of Grip-N-Pull. 


*The only exaggeration (one we hope will cause a smile) in this message, 


that is, if they 


even at quitting time). 


automatic warning 


All carbons are removed quickly in one 
clean operation, using uncoated edge. 
\Clean hands, clean work, clean desk. 


Lower right of uncoated edge is die cut 
to tell how much space is left at bottom 
of sheet. 


FREE Samples if requested on company letterhead. 


NUFACTURING CO., Dept. TS-50, Rochester 1, N.Y. 
CARBON PAPERS AND INKED RIBBONS 


Sold through KEE-LOX branches and selected independent stationers 
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lake a coat to San Francisco—it can North, Alaskan summertime tempera- 
be chilly, especially down by Fisher- tures are similar to those in Maine and | 
man’s Wharf. You'll also need a pair Minnesota—range from 55 to 70 de- | 
of low heeled shoes—for walking up the grees. Just comfortable for hiking and | 
ills you've come down in cable cars. traveling—even warm-water swimming | 

And don’t forget the time difference. in some areas. But we do suggest you S 
When it’s midnight in San Francisco, it’s bring a topcoat or a raincoat as well as WOW 
3 a.m. in New York—hardly the time to a bathing suit. An added bonus: there 


call home to tell them how much fun are from 17 to 20 hours of sunlight each 11, 12 and 13 COUNTRIES 





























youre having (which you're sure to day from May to July. Several Departures Weekly 
= . | from New York, until November 11th 
have). \ 15-day tour that sounds like fun: | 
fly from Seattle to Anchorage by Pacific QUEEN MARY © QUEEN ELIZABETH 
To Alask yng Maier > 2 cette, ati — | S.S. UNITED STATES @ S.S. STATENDAM 
o Alaska Northern Airlines. and begin sight-seeing | EMPRESS of BRITAIN © S.S. MAASDAM 
: ; : , ae : ‘ = S.5. F Ss. 
Be a forty-niner in the sixties—vaca- with a drive over the Seward Highway to | aw © 5S, eee 
tion in Alaska. Portage Glacier, the only ice field ac- | Special 3 WEEK AIR TOURS 
Nor is such a trip an oddity. North- cessible by road in southwestern Alaska. | cag i — wg? visiting — Holland, Bel- 

a ; x : gium, Luxembourg, Germany, Switzerland, Liechten- 
west, Pacific Northern. and Alaskan From there to the Matanuska Valley, | stein, Austria, Italy, French Riviera, Monte Carlo, 
Airlines leave Seattle, Washington, regu- Alaska’s agricultural area, and on to | France. Also, tours including Ireland, Scotland and 

; ; hee eee © we _. | | Wales and 3 WEEK AIR TOURS Available. Special 
larly for the trek north. Round-trip rates McKinley Park by train. Then a quick | Tours to Passion Play in Oberammergau. Tours are 
, S 4 Pt al. . T bn All First Class in Europe and Personally Escorted—All 
s ab > é i é s > lanand ar | : 
tart about $166. jaunt to I tirbanks for the T mana River Gupeus tatetinn Gauhd Ste Sel Guameiie ee 
Just how rugged must the traveler be cruise where you'll see old Sourdough | economy air fare. Later return if desired. See Your 
- a oe . . Travel Agent or write for F klet 73-A 
to qualify for an Alaskan vacation? Not and Indian camps, fishwheels turning | soe. wane ir eae ee 2 
= I. , a . ae Sins ‘ a a ? . ot MEDITERRANEAN Cruise. and Tour of North Africa 
very. Nary a dog sled’s in sight during and dipping almon, and the summer | sek Guides Uns on demain teats Uinte, tame 
the summer months, and prospecting is camps of the dog teams. Continue by | $1,098. If interested, write for Special Free Booklet 
° e a ° "1 } No. 73-K 
more a pastime than a profession. But coach over the Alaska Highway to White- > 
informality is the keynote of our new horse and by train over the original | CARAVAN TOURS | 
state, and the visitor must be prepared “Trail of 98” to Skagway, an old Gold | | bh 7 INC. | 
; ; ; : ‘ alee eee ee 220 S. State St. « Chicago 4, Ill. 
to dress and live accordingly. Bring Rush town. Then by air to Juneau. | Stsnen ened Geachene os Gata tates: 
plenty of sportswear—slacks, sweaters, a Ketchikan, and back to Seattle. This | (C0 European Booklet No. 73-A 
pair of sturdy shoes. A suit with several Pacific Northern tour is $550. | C) Mectervsncsn Sestiet He. 73-4 | 
drip-dry blouses will see you through If your interests run to seals, a side | Name________________ —_—————— 
most city occasions. flight to the Pribilofs can be arranged. Address___________________ — 
Contrary to impressions of the Frozen It's all yours for the alasking! Lcity __State - J 
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what every smart 
girl should know, 
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: about GLOBE-WERNICKE’s complete line of office accessories that help 
A/S ~~ ~ lighten your work load. Here are just a few of the “Secretary Approved" G/W 
Lae 1 , , : 
U ' office aids. See them all at your G/W dealer, or drop us a line for a free 
= al — ; illustrated brochure. Dept. I-5. , wan 
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; Globe-Wernicke 
Fiberlite® wastebasket is spacious, easy i makes business a pleasure OBS RAR ARS ERS 
to clean. It's fiber glass reinforced for : . 
longer life ' 
7 The Globe-Wernicke Co. @ Cincinnati 12, Ohio 
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BY BUS 
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The advantages here are two: a group 
rate and freedom from coping with res- 
ervations. luggage. or tickets that have 
mysteriously vanished, plus tips—which 
are ever present. (nd contrary to rumor. 
some free time is allowed to draw a deep 
breath now and then. 

Among the European firms specializing 
in tours of this kind is Frames Tours 
Ltd. of Lendon. Excursions depart and 
return to this city: sometimes only on 
specified days of the week. You can. 
however, leave the tour at certain points 

such as Paris—to strike out with your 
own map and itinerary. Fares are re- 
duced accordingly. 

Some sample tours and expenses .. . 
Through continental Europe: 27 days 
covering eight countries for $120: 13 
days in seven countries at $168. Travel- 
ing through England and Scotland: 6 
days at $80: through Southern Ireland. 


& days at $105. 


United States and Canada 


Comes summer across the United 
States and Canada, and here too come 
the tourists—many of them by bus. It’s 
swift, its cheap, its one way to have 
company while you travel; and in many 
cases, its surprisingly comfortable. 

\mong the excursions leaving from the 
Consolidated Terminal at 203 West 41 
Street in New York are several operated 
by Casser Tours. Rates for these include 
first-class hotel accommodations, guided 
sightseeing, all admissions and_ taxes, 
transportation in air-conditioned coaches 

everything, in fact, but meals. In this 
case, the discriminating passenger may 
do one of three things: starve, buy her 
own meals, or bring some sandwiches. 

With or without sandwiches, you will 
enjoy some extensive travel on not too 
extensive prices. For instance, a fourteen 
day tour of Canada’s three maritime 
provinces (Nova Scotia, New Brunswick 
and Prince Edward Island) will cost 
$206. A seven day trip to Niagara Falls, 
the Thousand Islands, Montreal and Ot- 
tawa, the Finger Lakes, Watkins Glen. 
Toronto, Ausable Chasm and Saranac 
Lake is $100. Six days touring in and 
around Virginia cost $85; seven days 
through some New England highlights 
(Boston, Cape Cod, Martha’s Vineyard. 
Lexington, Concord, etc.) is $102.45. 
Into the Pennsylvania Dutch country 
for three days of sightseeing among the 
Amish and Mennonites—and the price 
will be $34. 


Traveleade Tours are another group 





ALL METAL 


COPYHOLDER 


THAT CAN'T BREAK 
onty BILD 





Rugged is the word for this easy-to-use copy 
prop. It can’t break down — no gadgets. 
Assures correct sight-level for accurate typ- 
ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 
business. Secretaries love it! 

Three attractive pastel shades — desert 
tan, sea foam green, steel gray. Available 
at stationery stores or send us $1.35, we 
pay postage. 


BANKERS BOX C.. Dept. TS5 


2607 North 25th Ave. ® Franklin Park, Ill. 











NOW AVAILABLE 
IN REPRINT FORM! 


MOST-USED SHORTHAND 
TERMS FOR 
15 DIFFERENT FIELDS 


Because of the demand for industry terms 
in Gregg Shorthand Simplified published 
in Teday’s Secretary, we have secured a 
supply of reprints. Each list of terms has 
been printed on an 8'% x 11 sheet of 
quality stock. Prices are as follows: 
Single copies—25 cents each 
10 to 50 copies—2U cents each 
Over 50 copies—15 cents each 
Complete set of 15—$2.50 


Cash or check for full amount must ac- 
company order. 

Reprint Department 

Today's Secretary 

330 West 42 Street, New York 36, New York 


Please send me. copies of each of the 
reprints | have checked below, for which | 


enclose payment of $ 


Atomic Energy ...Chemical Electronic 
Banking ....Electrical Construction 
Import-Export .... Legal Aviation 
Radio & TV ....Oil Contract 
Agricultural ....Medical Insurance 
....Complete set of 15 

Name 

Address 

City 

State 
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ihiting the Consolidated Terminal in 
Ni York. Excursions run from eight 
to twenty-one days with all expenses 
paid. Sample fares? Fourteen days in 
\lidwest and around the Great Lakes 
ion is $240: an eight-day tour through 
Kentucky and West Virginia is $117. 
These are only a few of the many bus 
irs that cover the United States and 
(Canada. In most cases, however. rates 
nd the return-values are similar to those 
oted above. 
One other possibility? You might 
ike another tour of your local Grey- 


oO ind Bus terminal. 


Vexico 

South of the bord r where the peso 
elongs and the dollar is just a welcome 

itor, vou ll find scenic and atmos- 
heric value for your money—whatevet 
he currency may be. Snow- apped moun- 
tins and magnificent churches. the beau- 


floating gardens of Xochimilco. the 





nturies-old pvt imids of the Aztecs. bull 
fichts in modern Mexico City. or the lazy. 
shionable beach of Acapulco they all 
iit to entrance the tourist. 

How to get there? One way is by Grey- 
ound Bus. 

Starting from Phoenix. Arizona, your 


travels across the Southwest to El 


Paso. Texas. From there it goes to ¢ hi- 
thua. Parral. Durango. old world 
‘acatecas, Celava. and Mexico City. 


Here vou stop tor three davs to visit 
the pyramids, Xochimileo. and in the 
ipital itself. Then on to Cuernavaca, 
laxco. Toluca. ete. You return via the 
Pacifie Highway by way of Guaymas. 
fours are escorted. all hotels and some 
eals are included. The price is $198 
or eighteen days. with Acapulco it is 
S218. 

(American Express tours leave directly 
rom Mexico City. These range in price 
rom the five-day tour at $40. up to the 
corted Grand Tour at $230 for 
eeks. Lhe minimum-priced excursion 

lations at the Hotel 


neve in Mexico City. a sightseeing 


cludes accommosg 


int around the city itself. a tour ol 
\ochimileo including a boat ride. an 


day trip to the pyramids and a trip 


the shrine of Guadalupe. 
\s the price rises. so does the mileage 
from Mexico City, until the itin- 
y covers such famous spots as Puebla 


Acapulco. Fares do not include 


1060 61 
































Acco binders secure records, invoices, catalogs, 
safely—papers can’t slip out. No needless bulk! 
Unlike ordinary binders, trim, space-saving Acco 
binders slim to their contents—whether 1 sheet or 
1000 sheets. 5 colors. Many sizes — from 36 ¢ up. 


ASK FOR ACCO's new booklet ( 
ame ACCOPRESS 
—available free at office outfitters. 

GENUINE PRESSBOARD BINDERS 
Or write: ACCO PRODUCTS, 


A Division of Natser Corporation, Ogdensburg, N.Y.- In Canada: Acco Canadian Co., Ltd., Toronto 
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new 
Venus 
Camel 
ink- 


cartridge 


writes 


on and on 


without 
running’ 
dry! 


e double ink supply... 
double writing mileage. 


| Venus Pen & Pencil Corp., Lewisburg, Tenn, 


l Gentlemen: 


Please send free test sample, Venus ball PEN-cil 


| for Stenographers. Ink color_ 


NAME — 
| Please Print 
FIRM NAME 


ADDRESS. —_ 


| STATIONER’S NAME — 
is: =< «<= as a on a as om ah es Ge om 
*PAT. NO. 2,678,634 
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Q 





sraphers-\ 


all PEN: cil for (A teno 


new cone-shaped point writes 

smoother, never wobbles. 

e model for Stenographers is ideal 
for shorthand, notes, etc. 

e blue, red, green or black ink. 

e 49¢ each... less by the dozen. 





transportation to and from Mexico City 
at the beginning and end of a tour. 


Miscellaneous 

And for the very energetic or weight- 
conscious among you, the Travel Depart- 
ment of the American Youth Hostels may 
have something to offer. Located at 14 
West Eighth Street in New York City, 
they send out youngsters from eighteen 
to one hundred eighteen to find their 
way—usually by bike, bus or foot 
across the United States, Canada, and 
Mexico. 

One such outdoor vacation, involving 
hiking, biking and camping, is into New 
England. It covers Massachusetts, the 
Connecticut River, Lexington, Concord, 
assorted fishing villages, Cape Cod, Nan- 
tucket and Martha’s Vineyard. Four 
weeks, $155. 

Similar excursions go from New York 
across the United States by train and 
bike. Traveling west, you have a choice 
of these routes: 1) Yellowstone, Yosem- 
ite, and Crater Lake Parks. 2) Santa Fe, 
Grand Canyon, and Yosemite Parks to 
Vancouver: then through the Canadian 
Rockies and back home. The price for 
eight weeks is $565. Membership costs 
$5 for adults, $7 for family groups. 

Incidentally, some prices quoted in 
these articles may have been changed by 
the time your vacation comes around. 


Better check with your travel agent. 


BY CAR 


(Continued from page 28) 





Hertz will be only too happy to assist 
you with travel arrangements—and sup- 
ply the car to travel in. This is one time 
when traveling companions to the tune 
of “the more the merrier” do make 
sense. Sharing the expenses of car rental 
among several people can lower vacation 
costs radically. And Hertz pays for gas 
and oil! 


What to take? 


The shortest, “completest.” most fash- 
ionable answer in a word—separates. Or 
better still two words—washable sep- 
arates. Point to remember: Though you 
may drive in shorts, always keep a wrap- 
around or front buttoned skirt handy for 
dining at stops along the way. 

In the glove compartment: travel cos- 
metics that protect and beautify en route, 
restore, relax, and cleanse nightly 
such as a rich body lotion, eye drops. 
puff-up washcloths. shampoo, and hair 
conditioner (a friend of ours would dry 
shampoo at noon. set her hair and look 
ravishing for dinner). Don’t forget sun- 





glasses if you wear them. And don’t think 
spray cologne or perfume a luxury you 
can’t afford. It’s like built-in air condi- 
tioning during warm weather driving. 
Handy too, a box of facial tissues. 


Moneysavers 

Experienced car travelers learn early 
that the easiest and pleasantest way to 
budget is foodwise. Not that you skimp 
on nutrition, but you forgo the dubious 
value of restaurant dining for both break- 
fast and lunch. A can and bottle opener. 
napkins, paper plates and cups, plastic 
utensils, salt. pepper, and sugar and 
you re all set for a pick-up picnic lunch. 
an on-the-road breakfast. A Thermos of 
coffee arranged the night before is a 
dandy morning eye-opener. Local food 
shops and farm stands along the road 
will not only provide familiar products. 
but more interestingly, the taste special- 
ties of the country. 


One ina million 


Nothing but money to stop you from 
taking a plane to any state in the Union. 
including Alaska, renting a car, and tour- 
ing from there. Its a fine. bold idea. 
More realistic, perhaps, is to choose 
the one-in-a-million (or hundred) possi- 
ble fascinating trips closer to home. 

If you're anywhere near the North 
or Middle Atlantic States, you must once 
take the Classic Trip . through New 
England. We're all pretty much acquaint- 
ed with its better-known points of his- 
torical and cultural interest. its village 
greens, white spired churches, colonial 
architecture, and magnificent mountain 
and shore scenery. 

Travel northeast from New York to- 
ward Boston, with perhaps a side trip 
out to Provincetown or to Newport. 
You'll know you're in New England as 
soon as you start seeing the road signs 
extolling the virtues of Groton’s codfish 
cakes. Unless additional side trips to the 
off-shore islands like Martha’s Vineyard 
or special visits to restored colonial towns 
like Sturbridge Village take much of 
your time, you can take a brief swing 
through Maine and return to New York 
through the glorious Berkshire Hills. 
Here stops in Shefheld and New Marl- 
boro will reward the antique lovers, and 
as a change in pace, you could leave the 
car for a day in the quaint village of 
Tyringham and wander through the love- 
ly wooded mountains and sunny mead- 
ows of the Appalachian Trail. 

On the west coast, one of the most 
scenically exciting tours is simply to 
journey down the coast, starting say at 
Portland, Oregon. and ending, if you 
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wish, at the Mexican border. Try a side 
trip up the Columbia River or a ride 
down the Camino Real to visit the his- 
torical missions of Spanish California. 
During the summer, many California cit- 
ies hold fiesta and Gold Rush celebra- 
tions that are a joy to behold. Gourmets 
might also be tempted to take a wine 
tasting tour. If youre really adventurous. 
there are always the desert and the ghost 
towns. 

The most unusual car tour... the one 
most likely to show you a world remote 
and different from your own would be 
through the national parks and Indian 
pueblos of New Mexico or Arizona. 
You'd be very much surprised at the 
varied entertainments that are yours .. . 
besides the scenic spectacle To . | 
Grand Canyon. And the 50 square miles 
around Sante Fe are the richest in In- 
dian and Spanish Conquest treasures. 
The famous once-a-year Indian rites take 
place at various times through the sum- 
mer, so you re bound to see at least one 
or two whenever you arrive. 

The choice of tour possibilities is, as 
you can imagine, almost endless. As 
we said before. you're in the driver's 
seat. Get ready (at least a month ahead), 
get set (pack light), and GO! Happy 


\otoring! 





(Key to project on page 50) 
Letter 1] 

Line 1—long-distance moving: line 4— 
Ope rating, license: line 5—Interstate, Com- 
mission; line 11—receive, 20 per cent; line 
15— assistance; line 16—originate; line 17 

comma alter too 


etter 2 
Dear Miss Smith: 

Thank you for your interest in the an- 
nouncement that I sent you about the 
new Sargent Stapler. (Start a new sen- 
* which is turning”.) It 
is turning out to be a big number in its 


tence here or 


class. In fact, the acceptance of this new 
item has greatly exceeded the manu- 
fucturer’s prediction. 

I am enclosing a large glossy photo- 
graph that you requested. I hope it will 
meet (or meets) with your approval for 
publication. So that you can examine 
this new product for yourself, a sample 
will be sent you via parcel post. 

(gain, let me express my appreciation 
or the interest you have shown in the 

Sargent Stapler. 
Very truly yours, 


V 1060 








.. THE RIBBON THAT 
DOES EVERYTHINGI* 


> Everything you could reason- 
ably expect a business machine 
ribbon to do... from general typ- 
ing to data processing! Whether 
used for manual or electric type- 
writers, billing machines, tabula- 
tors, wire printers or any of the 
newest high speed data processing 
machines, Columbia Silk Gauze 
ribbons deliver the results you want. 


Silk Gauze ribbons have proved 
themselves through years of supe- 


rior performance. They are made 
of the finest, lint-free silk obtain- 


y a | 


able, inked by an exclusive Colum- 
bia process. You get the sharpest, 
most uniform write you’ve ever 
seen. Super-strong, extra-length 
Silk Gauze ribbons are still on the 
job long after ordinary ribbons 
have called it a day. 


Colored Ribbons That Compliment 
Your Letterhead 


Silk Gauze ribbons are available in 
a rainbow of colors. Send us your 
letterhead for our customized color 
ribbon recommendation: 


SILK GAUZE RIBBONS 


by 







@ ® 


Columbia Ribbon & Carbon Mfg. Co., Inc. 

1045 Herb Hill Road, Glen Cove, N.Y. 
Enclosed is our company letterhead. Please send us free 
your customized color ribbon recommendations. 


Name 





Title 





Company 





Street 





City Zone 


State 
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Make paper handling 
easier and safer 





Get ADVANCO 


punchless paper holders 


No holes to punch—no holes to tear. 
Easily insert or remove sheets. Your 
papers are in order, safe—the Advanco 
clip bulldog-grips 1 to 150 sheets. 
Only 2 parts—lasts indefinitely. 


Ask your stationer! 
If he doesn’t carry Advanco, write us 
NOW for name of dealer nearest you. 


MADE IN U oo . S$. PATENT OFFICE 
ADVANCO PRODUCTS, 


TRAVELING SECRETARY 


(Continued from page 37) 





INC. 
76-05 S5lst Avenue, Elmhurst 73, N.Y. 





ONCE UPON A WALL 


—NOW ONE 





Portable—in 4 colors: 


Right in step with modern | Blve 


offices the Boston Cham- | Green 
pe Portable Pencil Sandtone 
harpener saves time... | Gray 


builds efficiency. 
Order today from your | Pyamt 
local stationer. Ld 


C. HOWARD HUNT PEN CO., CAMDEN 1, N.J. 
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10. Don’t overlook the local Chamber 
of Commerce which can furnish all kinds 
of information about the city, the type 
of work available, living conditions, and 
other vital information. 

ll. Write to the National Federation 
of Business & Professional Women’s 
Clubs, Washington, 
D. C., for names of local chapters or 


headquartered in 


contacts. Try also the National Secre- 
taries Association (International). the 
National Association of Legal Secre- 


National 
Secretaries. the 
Medic al 


Secretaries. 


\ssociation of 
National 
Secretaries, 

Desk and 


Derrick Association (whose members are 


taries, the 
Educational 
Association of 
Executive Inc., 
in the oil industry). and the Administra- 
tive & Clerical Council of the National 
Urban League. The Chamber of Com- 
merce should be able to help you locate 
local chapters of these groups. 

12. Insert an ad in the local paper, 
announcing your arrival, the length of 
your stay, and your major qualifications. 
Replies can be sent to the box number 
at the paper. 

13. While you’re at it, ask the news- 
paper editor if he needs a good secretary 
on his staff for a period of weeks or 
months. 

14. Write to the local hospital to see 
if they need temporary help, or if they 
can put you in touch with a group of 
doctors who could use your services. 

15. If you've always longed to spend 
a vacation at one of the more spectacu- 
lar summer or winter resorts, contact the 
outstanding hotels to see if they can use 
you during the rush season. 

16. Don’t overlook the colleges or uni- 
versities—although they may tell you 
they have to consider their students’ job 
needs first. 

17. Write to the big department stores 
and inquire about their secretarial op- 
portunities. Since most young women 
who apply there want to be models, as- 
sistant buyers, or salesgirls, your inquiry 
may strike just the right note. 

Other ideas for your Traveling Sec- 
retary Campaign will occur to you, once 
you start analyzing your interests, capa- 
bilities, and experience. 


How to Sell Yourself 


Actually, the success of your campaign 
will depend not so much on the general 
state of business, the season of the year, 
or the scarcity of good secretaries, as on 
the entire tone, content, and sincerity of 
your approach. If you don’t do a good 





selling job—presenting your story briefly, 
truthfully, and enthusiastically—in your 
first letter, you won't have a second 
chance. 

One of your first steps should be to 
reread the March issue of Topay’s Src- 
RETARY, with its wide assortment of in- 
formative articles on the different phases 
of job hunting. 

Next should come the preparation of 
your résumé. This should do a detailed 
and imaginative job in presenting your 
education, experience, and qualifications. 
Since you will be using it when ap- 
plying to a wide variety of firms and 
agencies, you should emphasize wherever 
you can the variety of your past ex- 
perience and your flexibility and adapt- 
ability—all of 


paramount importance 


in any secretary seeking temporary 
work. 
Your references should include not 


only your previous employers, but your 
clergyman and doctor, and several well- 
established people who have known you 
for some time. If you can list anyone 
in the city you plan to visit, so much 
the better. 

Your letter of introduction to prospec- 
tive employers or personnel agencies 
should be concise but not sketchy, enthu- 
siastic but not gushy. It should tell the 
whole story. Include your travel plans 
and tell how long you plan to spend in 
each city. Letting a prospective employer 
think you plan to settle down permanent- 
ly is the kind of poor public relations 
that can ruin your business reputation. 

Thank your correspondent for any 
help he may be able to give you, and ask 
if he will pass your letter along to any- 
one else in his firm who might be inter- 
ested in your services. Be sure to enclose 
a stamped, self-addressed envelope to 
make it easy for him to answer. 

When you embark upon a Traveling 
Secretary Campaign, make up your mind 
not to limit yourself in any way in the 
type of positions you accept. For one 
thing, in a temporary situation you can- 
not be as choosy as in a permanent one. 
And there is no need to be, since you 
are not committing yourself to anything 
more than several months with each firm. 

Working your way across the country 
via your shorthand can be a delightful 
change of scene before returning to your 
hometown and your former position. . . 
or an exciting prelude to finding the job 
of your dreams . . . or the introduction 
to a whole new way of life... or a mar- 
velous background for the partnership of 
marriage. It is a project that will reward 
you well if you plan intelligently, care- 
fully, and thoroughly. 
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Panel Edge Embossed 







shopping 
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ALLET 


PHOTOS 
a oe FOR ONLY 


We pay postage — pay postage — 
no other charges 


Z€E: 2'% X21, 


NEW EMBOSSED 
DEEP-SUNK PANEL EDGE 


Beautifully printed on luxurious silk 
finish, double-weight studio paper with 
panel edge—perfect as gifts to class- 
mates, friends, relatives .. . for school 
and job applications, etc. SEND ANY 
PHOTO OR NEGATIVE (returned un- 
harmed) and just $1 for every 25 pho- 
tos from one pose—or $2 for 60 photos. 
Order NOW—from the largest mail 
order photo studio in the East. Satis- 
faction and quick delivery guaranteed. 


Dept. S « BOX 10 - NEW YORK I, N. Y. 
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HAVE A HAPPY coflee break with this 
hite ceramic coffee-break tile. Indented 
to hold cup and keep the morning’s 








FOTO PLUS 














coffee off the day's work. Personalized in 
ick script. A fine way to gift the office 
sang. Send §1 to Pinesbridge Studios, 


Dept. TS, Ossining, N. Y. 





Everything for the Wedding & Reception! 


LIKE TO READ SHORTHAND? 
Invitations @ Gifts for the bridal party 


Table decorations © Trousseau items You may obtain an art-paper cover edition 
Unusual, exciting personalized items. of Guy de Maupassant’s famous story, “The 

ELAINE CREATIONS Diamond Necklace,” written in Anniversary 
Box 824 Dept. E-401 . 

Gre Shorthand, for only 50 cents postpaid. 

Chicogo 42, Ill. — y — 


We have just a few copies of this popular 





shorthand reading book left! To obtain a copy 


CAREER PLANNING FOR SECRETARIES CED Gy EE, SRY EP eee Se 
Xs Pl i Pays. Job-Finding Programs 
ened t aaniibethen teehens tome an ieee TODAY'S SECRETARY 


ial career information: opportunities, trends, sal- 
aries, job requirements. Write for free brochure 330 West 4? Street, New York 36, N. Y. 
California Careers—Job prospects, trends. sal- 
aries, requirements—employer info—climate & 
population figures. Send $1.00 today to Business 
Research Associates, Inc., PO Box 7093, Long 
Beach 7, California. 


THE WRITE WAY—a light touch and | 
Eaton’s “Fernery.” Organdy-sheer paper 
ad whieo-li INSTANT 


white-lined envelopes are shadow 






































inted with a delicate fern desi 


| i ‘ gn No need for you to be content with just 

| ‘. % . : another humdrum job. Hundreds of ’ 
Choose it in white, blue, pink, or yellow: a im 0 ul r portant, exciting careers—with pay iles 
2 Available h May 


2 a box. throug 





y al In Ten Breathless Colors to Match Any Outfit— to match—are open o = bitious, intel 
Brentano’s, Dept TS, 586 Fifth Ave.. Makes a Big Hit at Parties, Dances, Anywhere CG sy ) eae ~y navertising. ne ey 
: ° Black e Brown rt Retail | Merchandising Secretarial 
New York 36, N. Y. e Dark Brown Letter Writing. Accounting and Book- 
e Light Blonde — — keeping. And these are but a few. 
2 oe pA! All it takes is training . . . the kind you 
e Grey Streak Li can get easily, in your spare time, at 
¢ Blonde Streak home. No interjerenc e with your present 
Be bewitchin dar job, family or social life. You set yo 
= own pace, progress as ri apidly as you like. 
t You get aresnalieed in iction 
be Sound interesting? The world’s largest 
eee — correspondence school will send you three 
ion valuable booklets to help you plan a re 
— warding, well-paid career. The booklets 
or s = are FREE! No obligation. Just mail the 
male coupon below. You'll receive: (1) 36 
Smo page “How to Succeed”’ career guide 
ale te | (2) Career Cataiog. (3) Sample 1.C.S 
faate te lesson to demonstrate this famous method. 
and lovely 
MONEY nd \ s i C.0.D. post 
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back if not delighted. Specify color. , INTERNATIONA RESP s 
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Please send me three books (1) “How to Succeed,” (2) sample |. C. S 
CENTERPIECE de resistance. Fun with BE AN ° lesson, (3) opportunity-catalog in subject checked below 
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TODAY S 
SECRETARY 


SPECIAL! 
TODAY'S 
SECRETARY'S 
ANNIVERSARY 
ISSUE 


Single Copies 
$1.00 





Here in one authoritative reference vol- 
ume is the story of the starring role played 
by the American Secretary over the past 
six decades. Through special feature arti- 
cles the reader will learn about the inven- 
tion and development of shorthand and the 
typewriter; the transformation in the atti- 
tude of the public and her all-important 
boss; the improvements in her pay, sur- 
roundings, vacations, and other privileges: 
and the many changes in her training, her 


office equipment, and communication. 


FODAY’S SECRETARY 
330 W. 42nd Street 
New York 36, New York 


Please send me....... copies of the April 60th 
Anniversary issue (@ $1.00 per copy) for which 
E OMCIOSS GB. cccesccesece 
Name 

Address 


City State 














Easy way to increase your 


TYPING 


SPEED with this record 


rYVE FASTER IN ONE WEEK 
OR YOUR MONEY BACK! New 
proven method is guaranteed to build 
ip your speed and accuracy--at 
nh your spare time. No classes 

» attend, no tuition fees to pay, 












no rigid classroom hours. The 
ecord is your private teacher 
(ives you the individual atte: 
tion vou need for better grades 
better jobs, better pay, Thou 
inds have learned to type at 
top speeds this easy way 

Only 


M back if 
$3-75 not delighted. 


SEND TODAY FOR FREI 
ILLUSTRATED BOOKLET 


DDC TIMING RECORD, Dept. TS-5, 170 Broadway, N. Y. 38, N. Y. 
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~ 


You may now obtain the Telepad for only 
4 $3.50, complete in an attractive gift box, 
§ postpaid, for yourself or a friend. The Tele- 

pad, a handsome gold-tooled leather desk 
accessory, fits any phone. Always at your 
} fingertips—gold-plated dialer, marked mes- 
sage sheets. 

Send your check and order to: 


TODAY'S SECRETARY 


4 330 West 42nd St., New York 36, N. Y. 
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ARE YOUR TRESSES IN DISTRESS alter 
each shampoo? A Ronson “Hood ‘n 
Comb” dryer to the rescue! Damp-dry 
with the comb attachment which blows 
air through the comb: quick-dry with the 
hood attachment or dryer itself. Yours in 
pink or blue at $19.95. From Bennett 
Brothers, Dept. TS, 30 E. Adams St., Chi- 
cago 3, IL 


Ft PHOS 
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HERE COMES THE BRIDE'S SHOWER 

and here is the ideal centerpiece for the 
festivities. Shower can is of tissue and 
silver cardboard with cellophane “sprin- 
kle.” Hollow center will hold small gifts 
or flowers. Stands 1 foot high, wide, and 
handsome. Yours in pink, blue, or white 
at $1.25. From Joan Cook, Bluebook for 


x 


Brides. Dept. TS. Centerport, N. Y. 





PLAY BALL with your little leaguer. 
What youngster wouldn't love this ce 
ramic, personalized, “Ball and Mitt” 
penholder. Fired in one piece with mat 
finish to look like real leather. Print first 
name plainly and send $5 to The Country 
Squire, Box 7-33, RFD 3, Crawfordsville, 


Ind. 





ANOTHER DISH, ANOTHER “DOLLAR” 
kitchen towel. You may not light cigars 
with dollar bills, but you can dry your 
dishes with them. “Big Dollar” towel 
comes in dollar-bill green or gray, meas 
ures 17 by 30 inches. Yours in Belgian 
linen at $1.15: from the Edwin House, 
Dept. TS, 145 W. Fourth St., New York 
ru Bs 





COVER UP your books and your absent 
mindedness with a Spec-Book Cover. 


Ever curl up with a best seller only to dis- 
cover you didn’t have your glasses? These 
adjustable felt covers trimmed in gold 
and rhinestones have a pocket just for 
your specs. Send $2.50 to The Alice Wil 
liams Co., Dept. 80S, Box 336, Croton-on- 
the-Hudson, N. Y. 
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BUSINESS SCHOOL DIRECTORY 











ALABAMA 


HAWAII 


ILLINOIS (continued) 





MASSEY COLLEGE i 


Your secretarial scheduled 
Write for 
‘-5 TODAY! 
Birmingham 3, Alabama 


success is 
from your first day in class. 


i 
i 
i 
i FREE opportunity bulletin T 
i 
I 
or 





CALIFORNIA 








SAWYER SCHOOLS 
of Cudstness 


Since 1916 
Secretarial—Accountancy—Automation 
Intensive Training for Top-level Jobs 


LOS ANGELES—PASADENA—NORTH HOLLYWOOD 
POMONA—LONG BEACH—SANTA ANA 
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GRACE BALL 


SECRETARIAL COLLEGE 


Son Francisco by the Golden Gate 
One-Year Exect utive, Legal, Electronics 
Technical and tensive Secretarial 
Courses for col lege women, high school 
on eracuates Free per- 
sonal placement service. Residence 

i write to the Executive Sec- 
retary. 525 Sutter St., San Francisco 
2, California. 


WA 
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MEDICAL-SECRETARIAL 
A challenging opportunity Sf 


= Ox 





SCHOOL FOR 3 
MEDICAL SECRETARIES 


Banya by San Francisco County Medical Society 
RSE | Write: Claude S. Yates 

® ACBS ACCREDITED 1441 Van Ness Avenue 
San Francisce 9, Calif. 




















THE ACADEMY OF BUSINESS 


‘‘We Train’’ Secretaries, Stenographers, Typists, 
Bookkeepers, NCR, Comptometer, Burroughs, 
IBM Keypunch, and PBX Operators. Rapid, modern 
instruction on Modern Office Equipment. 





Write Dept. M-6 for free information. 
372 South First St., San Jose 13, Calif. CY 7-3244 














HONOLULU 
BUSINESS COLLEGE 
Oldest and Largest 


Business College in Hawaii 
Complete 
Day and Night School Curriculums 
accredited by the 
Accrediting Commission for 
Business Schools 





Hawaii ° 


1178 Fort Street @ Honolulu, 
'- BWA 5 52-Sefate Sele 


ILLINOIS 














Nay 


Dept. 360, 5840 N. Lincoln Avenue 
Chicago 45, 
Complete Business Courses 
As Modern as Tomorrow 


Illinois 


| BUSINESS COLLEGE 
I 
! 
l 














GEM CITY | 
BUSINESS? 
COLLEGE | 
Quincy. Illinois | 


Write Director of Admissions 
for free catalog. ‘ 
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CHICAGO COLLEGE OF COMMERCE 


27 East Monroe CEntral 6-3312 
Secretarial—Court Reporting 
Send for FREE Stenograph notes. 


Approved by National Shorthand Reporters Ass'n 











MICHIGAN 














BUS. ADMIN.—AUTOMATION 
SECRETARIAL—ACCOUNTING 
Co-educational 
Latest in equipment and 
training methods. Placement 
service to graduvotes 


DETROIT INSTITUTE OF COMMERCE 
1308 Broadway Detroit 26, Michigan 











NEW YORK 





MILDRED ELLEY 
SECRETARIAL SCHOOL FOR GIRLS 


227-229 Quail Street 
Albany 3, New York 








SOUTH CAROLINA 











PALMER COLLEGE 
Accredited by ACBS 


Co-educational with extensive program of 
student aid for worthy students. Operating 
divisions in Augusta, Ga., and Columbia and 
Charleston, 8. C. Dormitories for boys and 
girls. For catalogue write Charles E. Palmer, 
Cc. P. A., Pres., Charleston, 8. C. 

















TEXAS 
~ GRADUATES 


GAIL COLLEGE... 


= 100% 





@ COMPLETE BUSINESS COURSE ®@ OL 
@MEDICAL © LEGAL © COURT REPORTING 





BOX 980 ABILENE, TEXAS 





(Key to quiz on page 11) 
Is the u Sound u or oo? 


Long u: 1, cue; 2. ewe: 3. 
ue; 5. queue; 6. adieu; 


view: 4. pur- 
8. debut. 


00: 7. shampoo; 9. through: 10. two. 


You Need Not Be a Physiologist to 
Solve This 


l. hand: 
j hinger: 


nerve, gaul, cheek; 


2. thumb; 3. 
9 eyed; 7. foot; 8. 


armed: 6. 
ankle or knee, 


May, 1960 


Match Them 

Lh: 2 j; 3. e; 4 a: 5. i: 6 ds 7. £3 8. as 
9.b; 10. ¢ 
What's Been Dropped? 

1. small-sized; 2. therefore; 3. than any 
other day; 4. New York City; 5. into; 6. 
Oh; 7. the others were bored; 8. our presi- 
dent and our sales manager (to denote two 
officers ) 

Which Are True? 
1. False. 


Adding s to a verb indicates the 


number, whereas ae ling it to a 
— indicates the plural; 2. False. Joneses; 
The hyphen is used ate when the word 


to which the re is joined begins with e (as 


singular 


re-enter) or when the hyphen makes it pos- 
sible to 
spelled 
(re-cover, to “ 
get well”) 


distinguish between 
with different 
cover again,” 


identically 
words meanings 
and recover, “to 
when the Ly- 
is an adverb, as a fully in 
not true when the word is an 
as a queenly-looking woman. 


True; 5. True 
ending word 
formed man; 
adjective. 




















Blimey, Boss 
Third 


Prince) 


Andrew 
Antony (that’s the fiancé) 
in Anglo-American headlines are British 


only to (that’s the 


and 


secretaries (American-bound British sec- 
retaries). 

Tired of telling their clients that they 
just couldn't find them secretarial help, 
the Austin Employment Agency in Forest 
Hills, New York, decided to 
demand with a supply from abroad. Their 
source: the British Isles. A trip to Lon- 


meet the 


don to engage a reliable agent. endless 
paper work to iron out government prob- 
lems, and the wheels have started mov- 
ing. 

How it works . .. In London, Mrs. 
Vera Sugg, American agent of the Brit- 
ish-operated Graydon bureau, interviews 
and tests secretaries who are interested 
in working in the United States. The 
applicants must be at least 25 years old 
and of executive-secretary ability. 

Back in Forest Hills, the Austin Agen- 
cy personally investigates and visits the 
more-than-they-can-handle prospective 
employers. They must be sure that offices 
are appropriately plush, working condi- 
tions conducive to the trans-Atlantic trip. 
Most of the 


publicity, 


iritish applicants work for 
publishing. and advertising 
firms in London and want similar “glam- 
our’ jobs here. Salaries are about the 
same in both cities (ours, a bit higher). 
but the girls are all anxious to sample 
working conditions in this country. 
While the Austin Agency is locating 
suitable living quarters and arranging 
transportation for the girls, clients are 
urged to correspond with their British’ 
secretaries. Some companies will pay for 
the travel- 


the girl's flight; other times, 
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ing secretary must do so—but either way. 
conflicts once here would be a bit costly. 
Letters help determine what is expected 
of the girl and what she has to offer. 

like a lot of 


hire a secretary? Not when you speak to 


Sound trouble just to 
the boss looking for qualified help, and 


Actually. 


none of the girls have arrived yet. but 


the agency trying to supply it. 


plans are just about complete for 15 of 
them to fly over. Austin plans to place 
500 girls by year’s end. 

And 


wait—for the 


most executives are willing to 
benefits derived from a 
chic British accent taking their phone 
messages and making their lunch dates. 
Other advantages of having an English 
secretary according to the Austin Agency: 
“These girls have more finesse and de- 
corum than the average American secre- 
tary. Theyre just as anxious to make 
money. but you won't find them asking 
about raises before they re even hired.” 


Bully! And long live the Queen. 


Boss of the Year 


. . . by vote of the 20,000 members of 
the National Secretaries Association. His 
name? Henry Viscardi, Jr. 

Now president of Abilities, Inc.. Mr. 
Viscardi has spent his adult life working 
for the physically handicapped. During 
World War II he Red 


Cross despite his own artificial legs. In 


served in the 


1949, he left a successful business career 
to head Just One Break (JOB), a re- 
habilitation project begun by Dr. Howard 
Rusk. Three Mr. 
founded Abilities, Inc., now employing 
100 disabled people and grossing $2,- 
000,000. 

Mr. 


years later, Viscardi 


Viscardi is the author of two 


books, the winner of numerous awards. 


and the possessor of several honorary 


degrees. 


Diplomacy, Anyone? 

Do you suffer from a mysterious urge 
to cover your typewriter, uncover your 
luggage, and wander? Do foreign names 
Montpellier 

.. Hong 


and places . . . Paris 


Naples 


ring tunefully in your ears? 


Salamanca 
Kong 
If so, 


the scenery 


if you yearn to see more than 


available on your bus-to- 
work-to-home cycle, youll be interested 
in this new formula for putting life into 
your daily routine. Its fun—just ask an 
adventurous secretary named Pat Wilks. 

Pat was working in a realty and insur- 
ance office in Longmont. Colorado, when 
she read an ad for secretarial openings 
in American embassies abroad. Just for 
fun she answered it. Three months later 
Pat was on her way to Washington, D.C. 
Ahead of her? Ten months training and 
a new iob somewhere overseas. 

The 
Asia. 
I wanted it be someplace really different 
from the United States.” And really dif- 


minus her typewriter 


“somewhere” Pat wanted was 


“As long as I was going so far. 


ferent it was. Pat 
was sent to Bangkok, Thailand. where 
she joined 900 


the embassy. 


Americans working at 


Recently, her two-year assignment 
ended, Pat found herself living in a 
dream-come-true. She spent part of her 
six-weeks vacation in Europe. 

Friends at home ask if she was home- 


sick. Says Pat, “I was too busy and ex- 





cited. However. it does take three months 
to receive packages. which seems long.” 

She took a course in Thai, offered by 
the embassy, and this helped her in asso- 
ciating with the natives. “You bargain 
for everything there, even taxi rides.” 
hot, 
but Pat solved this problem: recreation 


Thailand has a humid climate 
to suit her conscience—golf and tennis 


recreation to suit the temperatures 
swimming, and lots of it. 


Next stop for Pat? New Delhi, India. 
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IN 
President 
of 


Swingline, Inc. 


shows you 7 ways to be a happy secretary! 








How to win friends and influence co-workers? Easy! You introduce your purchasing person to the best stapling equipment 
for everyone in your office: SWINGLINE! They'll be pleased... you'll be happy... everything will be copacetic. Here are just 7 
(and there are many more!) of the fine SWINGLINE products seen on more desks across the country than any other brand: 

1 The completely automatic electric: revolutionary feather-touch stapling at your finger-tips! Specifically engineered to 
provide every office with greater stapling efficiency than ever before. Automatically responds to your softest finger-tip 
touch—no fist clenching, banging, jamming! Saves time, motion—guarantees instant, foolproof stapling every time! 

2 The No. 4: a master desk stapler that loads quicker, works slicker because of SWINGLINE’s exclusive open channel 
for easy loading! It tacks, it pins, it staples— with stroke control for jam-proof performance! All moving parts hardened 
for lifetime wear...rubber feet protect desk-tops! Loads 210 staples. 

3 The No. 3: a shorter desk model with all the features of the No. 4, but with a strip of 105 staples. Overall length? 6 inches! 

4 The No. 27: a rugged stapler, designed for extreme operating ease! Added feature? It can be imprinted with your 
company name or insignia. As with all these staplers, it is available in your choice of lovely Jeweltone colors. 

J The No. 77S: a flip here...a click there...and this versatile stapler staples, pins, taeks and fastens! Anything else? 
Yes!—its own convenient storage compartment carries an extra supply of 500 staples! 

6 The No. 99: designed specifically for the one-girl office, yet this small-scale SWINGLINE stapler holds 105 staples! 
Maximum efficiency —in a minimum of space! 

7 35-2D Staples: SWINGLINE’s finest quality, flat-wire standard size staples packaged in an exclusive two-drawer 
container: each drawer slides out easily, protects individual staple strips from breakage. Dependable... rust-resistant... 
thoroughly tested staples that guarantee best possible performance! 

Our offer? Have your purchasing person call STillwell 4-8555 for a FREE 10-DAY TRIAL of any SWINGLINE stapler 
that answers your individual needs—at no obligation. Our aim? To win your friendship. (And, if we can influence his future 
stapling purchases...well...that’ll make us happy, too!) 
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Swinglne. INC. LONG ISLAND CITY 1,N.Y. i A FRR Se... AD 


tn Canada: Saxon Office Equipment, Ltd., 156 Evans Avenue, Toronto 14, Canada * World's Largest Manufacturer of Stapies for Home and Office 





02 s1QO PERFECT TYPING a excising new aimension 


in typing perfection is here—new BEAUTYRITE Ribbon. Offering clean, dark, printwork with exceptionally long 


life, the new BEAUTYRITE Ribbon is truly a typing wonder. Thanks to the exclusive BAN-LON* “crimped weave” 
construction, this amazing ribbon retains its distinctive writing characteristics up to 100% longer. Discover the 


ease of typing perfection—discover BEAUTYRITE Ribbon. *BAN-LON is the registered trademark of Jos. Bancroft & Sons Co. 


Room 1502, 315 Park Avenue South, New York 10, N. Y. 
Please send additional information on BEAUTYRITE Ribbon to: 
NAME 


FIRM 
ADDRESS 
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